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MAYOR,  CITY  AND  COUNTY  OF  SAN  FRANCISCO 


BOARD  POLICIES 


2UIVIEN7S  DEPT. 


CISCO 
C  LIBJW 


MEMO: 


to  the  person  using  this  book  •  • 


THIS  SET  OF  BOARD  POLICIES 
WILL  NEVER  BE  COMPLETE 


Other  statements  will  be  sent  to  you  from  time 
to  time.  Some  will  be  new  while  others  will  be 
amended  versions  of  pages  already  in  the  book. 
All  of  them  will  be  punched,  numbered,  and  dated. 

To  keep  your  book  up  to  date,  just  take  a  moment 
to  snap  the  new  sheets  in  it  the  day  they  arrive. 
Be  sure  to  destroy  the  page  when  you  add  its  re- 
placement. You  can  check  the  last  date  at  the 
bottom  of  each  page  to  make  sure  you  are  keep- 
ing the  newest  version. 

If  your  book  happens  to  get  out  of  date,  please 
check  with  the  Legal  Adviser's  office  so  that  you 
can  be  given  the  missing  pages. 


3  1223  07086  6232 


POLICIES 


OF  THE 


BOARD  OF  EDUCATION 


*  *  * 


Adopted  by  Board  of  Education 

Regular  Meeting,  February  26,  1963 

BOARD  OF  EDUCATION 

Edward  Kemmitt,  President  Mrs.  Lawrence  Draper,  Jr. 

James  E.  Stratten,  Vice  President  James  A.  Moore,  Jr. 

Adolf o  de  Urioste  Mrs .  Edward  Matzger 

Samuel  A.  I.adar 

*  *  * 
Harold  Spears,  Superintendent  of  Schools 


SAN  FRANCISCO  UNIFIED  SCHOOL  DISTRICT ■ 


MEMORANDUM  TO:  ALL  PERSONS  USING  THE  BOARD  OF  EDUCATION  POLICY  AND 
ADMINISTRATIVE  REGULATIONS  MANUALS 


FROM:   IRVING  G.  BREYER,  LEGAL  ADVISER 


The  above-mentioned  Manuals  were  approved  for  distribution 
by  the  Board  of  Education  at  its  meeting  of  February  26,  19^3 .  You  will 
find  these  Manuals  simple  in  design  and  easy  to  keep  up  to  date.   Once  a 
policy  has  been  adopted  by  the  Board  of  Education,  or  an  administrative 
regulation  approved  by  the  Superintendent,  the  secretary  maintaining 
these  Manuals  in  the  Legal  Adviser's  office  will  send  copies  on  to  you 
to  be  inserted  in  the  respective  binder  in  numerical  order  under  the 
article  designated.  When  a  policy  or  regulation  is  amended  or  dis- 
carded, you  will  be  so  notified.   The  looseleaf  binder  makes  it  an 
easy  task  to  remove  and  destroy  the  old  policy  or  regulation  and  file 
the  new  one  in  its  place.  Each  office  should  have  one  person  assigned 
to  keep  these  Manuals  up  to  date  so  that  they  may  serve  their  proper 
function. 

Because  the  policies  will  be  printed  on  the  familiar  blue 
sheet  and  the  regulations  on  yellow,  the  new  sheet,  which  will  be 
identified  by  date  and  resolution  number  at  the  bottom  left  hand  corner 
of  the  page,  will  be  distributed  to  you  without  further  letter  of 
explanation. 

The  administrative  organization  of  the  district  may  be 
found  on  pages  2301  and  2301.1,  where  you  will  find  the  proper  title 
of  the  administrator,  the  division,  bureau,  or  department. 

Since  these  Manuals  were  assembled,  certain  changes  in 
nomenclature  have  been  made.  All  non-certificated  employees  will 
hereafter  be  known  as  "classified"  employees.   The  janitorial  staff  in 
the  schools  will  be  known  as  the  "custodial  staff"  and  the  employees 
as  "school  custodians."  Please  use  these  terms  in  referring  to  these 
employees  hereafter,  even  though  the  changes  do  not  appear  in  the 
Manuals . 

When  you  find  it  necessary  to  quote  or  refer  to  certain 
items  in  the  Manuals,  it  has  been  suggested  that  the  use  of  the  follow- 
ing language  will  facilitate  locating  the  particular  policy  or  regula- 
tion in  question: 

1.  Policies,  SF  Bd.of  Ed.,  P  51H,  Art.  5,  paragraph  2,  or 

2.  Policies,  SF  Bd.of  Ed.,  P  4112,  Art.  h,   Sec.  5, 
sub-division  "a" 

3.  Admin. Reg.,  SFUSD,  R  2350,  Art.  2,  paragraph  3,  or 
k.     Admin. Reg.,  SFUSD,  R  51l8,  Art.  5,  Sec.  1, 

sub-division  "c" 
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SAN  FRANCISCO  UNIFIED  SCHOOL  DISTRICT 


Memorandum  to:  All  Persons  Using  the  Board  of  Education  Policy  and 
Administrative  Regulations  Manual 

(continued) 


These  Manuals  have  been  placed  in  the  hands  of  all 
Board  of  Education  members;  school  and  central  office  administrators; 
professional  and  employee  organization  officers;  parent  group  officers, 
and  administrators  of  cooperating  City  and  State  agencies.  They  have 
been  numbered  and  assigned  to  one  particular  office  or  organization 
and  should  remain  in  the  office  to  which  they  have  been  assigned  when 
there  is  a  change  in  personnel. 


June  1,  1963 
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INDEX 

POLICIES 

OF  THE 

BOARD  OF  EDUCATION 

SAN  FRANCISCO  UNIFIED  SCHOOL  DISTRICT 

Number 

ABSENCE,  certificated  employees  (see  also  LEAVES) 

death  in  family                                    p 

4156 

excused: 

report  to  Draft  Board 

4154 

holy  days 

4157 

X-ray  examination 

4114 

foreign  exchange  teachers 

4150.1 

illness 

4151 

mental  disability 

4152 

physical  disability 

4152 

rest 

4151 

Child  Care  Center  certificated  employees  4158 

ABSENCE,  students 

excused  5H3 

making  up  work  5113 

Child  Care  Centers  5113.1 

ACADEMIC  HIGH  SCHOOL 

non-districted  5117 

ACCELERATION,  students 

to  elementary  5123 

to  junior  or  senior  high  school  51H-2 

ACCEPTING  GIFTS,  certificated  and  non-certificated  employees   (4132 

(4232 

teachers  from  students  1320 

ACCIDENT,  INJURY  OR  ILLNESS,  Child  Care  Centers 

report  of  6123.I 

ACCOUNTS 

audit,  system  of  2125 

ACCOUNTS,  BUREAU  OF 

revolving  funds,  student  body  accounts  -  procedure 

for  purchasing,  junior  and  senior  high  schools  5135 

ACCUMULATED  SICK  LEAVE,  certificated  employees  4151 

ACTIVITIES 

extra  class,  students  6128 

outside  6129 

P.T.A.  and  Mothers'  Clubs  1210 

teacher  participation  in  6123 
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INDEX  -  Policy  Manual 

IVITIES  -  Continued  Number 

STUDENT 

uutos,  use  of  to  and  from  school  P  5131 

Behavior  and  Discipline  Code  5130 

monitor ,  messenger  service  5136 

organizations  5132 

savings  program  513^+ 

social  events    ■  5133 

symphony  concert  attendance  5137 
ADDRESSES  AND  NAMES,  certificated  employees 

change  of  U130 

ADDRESSES  AND  NAMES,  all  employees  (U135-1 

requests  from  organizations  (1*22 5. 1 
ADDRESSES  AND  NAMES,  students 

when  supplied  1120 

state  restrictions  on  51^-0.1 

ADMINISTRATION  -  Article  2  Series  2000 

ADMINISTRATION  CHART 

organization,  Board  of  Education  23OI 

ADMINISTRATIVE  OFFICE  SERVICES 

supervision  of  2125 

ADMINISTRATIVE  OPERATIONS  2300 

ADMINISTRATIVE  PROCEDURE  ACT 

hearings,  dismissals,  certificated  employees  UU9.I 

ADMINISTRATOR,  CHIEF 

Superintendent  of  Schools  2110 

ADMINISTRATORS  -  Article  2  Series  2000 

ev-luation  reports  on  2136 

transfers  of  UII5.I 

ADMISSION  OF  STUDENTS 

elementary,  kindergarten  5111 

junior-senior  high  school  5H1'2 

Lowell  High  School  5117 

mentally  retarded  5H2 

physically  handicapped  5H2 

Samuel  Gompers  High  School  51H-3 

ADULT  EDUCATION  DIVISION  2123 

decreased  enrollment  -  teacher  leave  for  U15O 

pupil-teacher  ratio  63IO 

school  clerks  for  U215. 

ADULT  SCHOOLS 

driver  training  program  fee  6330 

graduation  requirements  632U 

ADULT  AND  VOCATIONAL  EDUCATION 

organization  of  6120 

ADVERTISEMENTS 

distribution  and  posting  of  1111 

limitations  on  1111 

ADVISORY  COUNCIL  TO  SUPERINTENDENT  1220 
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Number 

AGENT  FOR  OTHERS,  certificated,  non-certificated  employees   P  U132 

publications,  apparatus,  contracts,  etc.  4232 

AGES  OF  ATTENDANCE,  students 

elementary,  kindergarten  5111 

child  care  5111.1 

AGREEMENT,  PRACTICE  TEACHERS 

with  teacher  training  institutions  4123 

ALCOHOLIC  BEVERAGE,  SALE  OF 

near  school  property  5l4o 

ALCOHOLIC  BEVERAGE  CONTROL,  DEPARTMENT  OF  514-0 

ALLEGIANCE,  PLEDGE  OF  6122 

AMERICAN  RED  CROSS 

leave  for  service  in  4154.1 

AMERICANIZATION  STUDENTS  5111-3 

APPLICATIONS,  CERTIFICATED  EMPLOYEES  4111,2136 

APPOINTMENTS,  CERTIFICATED  EMPLOYEES  4112,4115 

assistant  principal,  formula  for  2220 

child  care  employees  4112.1 
information  available  to  Board  members  for  inspection  4lll, 4111.1 

APPRENTICESHIP  PROGRAM 

John  O'Connell  Vocational  High  School  and  Technical 

Institute  6326 

APPROVED  FOR  POSTING  stamp  1110 

ARMED  SERVICES  1120 

veterans  of  4112 

ASSIGNMENT  OF  TEACHERS  4115,2136 
formula  used                               6131,6131. 1,6131.2 

upon  return  from  leave  4150 

ASSISTANCE 

teacher  request  for  4130 

ASSISTANT  PRINCIPAL  2220,2233 

attendance  at  conventions  4133 

formula  for  appointment  2220 

substitute  for  2220 

ASSISTANT  SUPERINTENDENTS 

Elementary  Division  2122 

Junior  High  Division  2122 

Senior  High  Division  2122 

Adult  and  Vocational  Division  2123 

Physical  Properties  Division  2124,1210 

attendance  at  conventions  4133 

ATHLETES,  students 

physical  examination  of  5l4l 

ATHLETIC  TEAMS 

over-night  trips  6128 

ATTENDANCE  AREAS,  schools  5H7 

ATTENDANCE  BUREAU  2132 

ATTENDANCE,  STUDENTS 

age  of  5111 

records,  regularity  5113 

Samuel  Gompers  High  School  5111 -3 

ATTENDANCE,  SUMMER  SCHOOLS  6154 

priority  for  special  high  school  classes  6154 


INDEX  -  Policy  Manual  Number 

'TYPICAL  CHILDREN  P  2122,2132 

AUDIO  VISUAL  AIDS  21*12 

teacher  assignment  in  junior  high  school  6131.1 

teacher  assignment  in  senior  high  school  6131.2 

AUTOMOBILE  ALLOWANCE  FOR  TRAVEL,  employees  (4133.1 

official  mileage  (4222.1 
AUTOMOBILES,  STUDENTS 

use  of  to  and  from  s.chool 

permit  for 

violation  of  rules  5131 


BANK  OF  AMERICA 

school  savings  5134 

BEHAVIOR  AND  DISCIPLINE  CODE,  STUDENT  5130 

BIRTH  CERTIFICATE,  student  5111 

BLANKET  AGREEMENT 

inter-district  attendance,  City  College  5H8-1 

BOARD  OF  EDUCATION 

(see  INTERNAL  BOARD  OPERATIONS  AND  BYLAWS  -  Series  100 ) 

agent,  acting  as;  entering  contracts,  receiving  gifts  4132 

attendance  at  meetings  called  by  State  Superintendent  4l40 

building  sites,  plans  and  specifications,  approval  of  366I 

salaries,  power  to  fix  4l4l,424l 

Superintendent  of  Schools,  chief  executive  of  2110 

travel  expenses  allowed  4133-1 

work  orders,  authorizes  3310 

BOARD  APPOINTMENTS,  certificated  employees  4112 

BOARD  INSPECTION  OF  INFORMATION  ON  NOMINEES  FCR  APPOINTMENT 

certificated  employees  4111 

child  care  center  employees  4111.1 

BOUNDARIES  FCR  SCHOOL  ATTENDANCE,  STUDENTS  5117 

BUDGET,  ANNUAL  2125 

BUILDINGS  AND  GROUNDS 

acceptance  of  buildings 

approval  of  sites 

plans  and  inspection  366I 

BUSINESS  AND  NON-INSTRUCTIONAL  OPERATIONS,  Article  3,  Series  3000 

BUSINESS  DEPARTMENT 

administration  of  2110 


INDEX  -  Policy  Manual  Number 

CAFETERIAS,  School 

administration  of  P  2152 

Bureau  of  2152 

maintenance  and  equipment  3546 

sales  for  fund  raising  l4l6 

supervision  and  management  of  3546 

training  program  3546 

use  of  by  outside  groups  1412 

CAKE  SALES  lJ+16 

CALENDAR,  SCHOOL  6lll 

Child  Care  Centers  6111.1 

CALIFORNIA  PLAN  FOR  VOCATIONAL  EDUCATION  6326 

CALIFORNIA  STATE  AUTOMOBILE  ASSOCIATION  (4133-1 

official  mileage  for  travel  established  by  (4222.1 
CALIFORNIA  STATE  CREDENTIAL 

permanent  teacher  must  have  4lll 
CALIFORNIA  STATE  PERMIT 

child  care  center  teacher  must  have  4111.1,4114.1 

CAPS  AND  GOWNS,  STUDENTS 

for  high  school  graduation  5121 
CARE  OF  ILL  RELATIVE 

leave  for  4150 

CAUSES  FOR  SUSPENSION,  certificated  employees  4119.1 
CERTIFICATES,  HEALTH 

teacher  4ll4 

child  care  center  teacher  4ll4.1 
CERTIFICATE,  MEDICAL 

giving  diagnosis  of  illness  4151 
CERTIFICATE,  PRACTICE  TEACHER 

for  identification  4123 
CERTIFICATED  EMPLOYEES 

Personnel  Division  functions  2136 
CERTIFICATION     (see  CREDENTIALS) 

CHANGE  IN  NAME  OR  RESIDENCE,  teacher  4130 
CHARGES  FOR  DISMISSAL,  teachers                        4ll9,4ll9.1 

child  care  center  employee  4119-2 

CHARGES  FOR  ENTERTAINMENT,  STUDENTS  1423 

during  school  hours  3270 

CHARITY  DRIVES,  SENIOR  HIGH  SCHOOL  STUDENTS  1423-1 

CHARTER,  CITY  '  4ll8 
CHIEF  ADMINISTRATOR 

Superintendent  of  Schools  2110 

CHIEF,  DIVISION  CF  FISCAL  CONTROL  2125 

attendance  at  conventions  4133 

CHILD  CARE  CENTERS 

administration  2140,2122 

Calendar  6111.1 

Director  of  2140 

Education  Code  provisions  2l4o 

functions  6120.1 
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CHILD  CARE  CENTERS  -  Continued  Number 

CERTIFICATED  EMPLOYEES 

absences  P  4158 

applications,  requirements,  filing  of  4111.1 

appointments  4111. 1-4112.1 

dismissals  4119-2 

eligibility     .  4111.1 

evaluation  of  services  4117-1 

full-time,  part-time  4117.1 

head  teacher  2240,6123.1 

health  certificates  4ll4.1 

leaves  of  absence  4158 

minimum  days  of  service  4ll6.1 

permanent  personnel  4110.1 

permits,  California  State  4lll.l,4ll4.1 

Personnel  Division  functions  2136 

probationary  teachers  4ll6.1 

recruitment  and  selection  4111.1 

re-employment  of  former  teachers  4121.1, 4112.1 

required  service  6113-1 

retirement  systems -eligibility  for  membership  in        4112.2 

substitute  teachers  4ll6.1 

teacher  responsibilities  6123.1 

temporary  teachers  4ll6.1 

tenure,  when  granted  4ll8.1 

X-ray  test  for  tuberculosis,  absence  for               4ll4.1 

NON-CERTIFICATED  EMPLOYEES,  Child  Care  Centers 

employment  4210.1 

full-time  employees  4212 

part-time  employees  4212 

permanent  employees  4210.1 

recruitment  4210.1 

retirement  system,  eligibility  for  membership  in        4212 

X-ray  test  for  tuberculosis,  absence  for                4214.1 

PUPILS,  Child  Care  Centers 

absence,  excused  5H3«1 

age  of  entrance,  proof  of  age  51H-1 

attendance,  regularity  of  5H3*  1 

drills  for  emergency  6II5.I 

exclusion  of  51l4'.l 

expulsion,  school-age  pupils  5H4.1 

health  care  and  nutrition  6120.1 

nursery  school  5111.1,6120.1 

school-age  centers  6120.1 

school  yard  control  6ll4.1 
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CHILD  CASE  LEAVE  (following  maternity  leave),  certificated   P  4153 

CHILD  GUIDANCE  SERVICES  2132 
CHILD  WELFARE  DIVISION 

Coordinator  2132 

CHRISTMAS  SEASON  CHARITY  DRIVES,  Senior  High  School  1423.1 
CHRISTMAS  WORK  EXPERIENCE,  Students 

regulations  6124.3 

CITIZENS'  ADVISORY  COMMITTEES  1220* 

CITY  ATTORNEY  2120 
CITY  AND  COUNTY 

Director  of  Property  3260 

financial  reports  to  2125 

travel  ordinance,  annual  (4133. 1 

certificated,  non-certificated  (4222.1 
CITY  COLLEGE  (junior  College  Division) 

administration  2121 

administrative  staff  attendance  at  conventions  1+133 

instructional  program-organization  6120 

inter-district  attendance  agreements  5118.1 

"      "       "      blanket  agreements  5118.1 
President                                       2121,2212 

Registrar  5118.1 

CITY  DEPARTMENTS  33IO 

CITY  EMPLOYEES  RETIREMENT  SYSTEM  4121 

CIVIC  CENTER  ACT  1410 

CIVIL  SERVICE  COMMISSION  4215 

CLASS  PICTURES,  STUDENTS  1420 

CLASS  SIZE  -  Assignment  of  teachers  6131 

kindergarten  " 

elementary  " 
CLASSIFICATION 

school  clerks  4215 

teachers  4ll6 

CLASSROOM,  CARE  OF  4130,6123 

Child  Care  Centers  6123.I 

CLERICAL  STAFF,  SCHOOLS  4215 

school  term  personnel  4216 

CLERK-TYPIST  4215 

CLERK-STENCGRAPHER  4215 

COMMUNIST  PARTY 

knowing  membership  in  -  dismissal  of  teachers  4119-1 
COMMUNITY  RELATIONS,  Article  1,  series  1000 

COMMUNITY  RESOURCES  6129 

COMPETENCY,  CERTIFICATED  EMPLOYEES  4ll8 

CHILD  CARE  EMPLOYEES  4ll8.1 

COMPLAINTS,  SCHOOL  PERSONNEL  1330 

CONSOLIDATION  OF  CLASSES  4115 
CONTINUATION  EDUCATION  (SEE  SAMUEL  GOMPERS  HIGH  SCHOOL) 
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CONTRACTS 

inter-c'istrict  attendance  P  5118 

Legal  Adviser  prepares  or  approves  as  to  form             2120 

Superintendent  of  Schools  2110 

teacher's  4110 

CONTRACT  FOR 

publications,  productions,  articles  for  schools  -  no  school(4l32 

employee  may     '  (4232 

CONTRIBUTIONS 

solicited  from  students  1423 

CONVENTIONS,  certificated  and  non-certificated  employees  (4133 

policy  re  attendance  (4222 

COOPERATION 

teacher  with  principal  4130 

COORDINATION 

Work  Experience  program  6133 

COORDINATORS  -  administrative  operations,  conventions  2300,4133 

adult  education  2123 

child  welfare  2132 

curriculum  development  2134 

health,  physical  education,  athletics  and  recreation 

(see  ADMINISTRATIVE  MANUAL  R  6l42) 
industrial  arts   (see  ADMINISTRATIVE  MANUAL  R  6l44) 

personnel  213 6 

salaries  2138 

"CCRRESPONDENCE  TYPE"  courses,  Adult  Division  6324 

COUNSELING  AND  GUIDANCE  SERVICES  2132 

COUNSELORS 

assignment  of  2132.7 

assistant  head  counselor  2132. 7 

formula  for  assignment  6131.1,6131.2 

head  counselor  613I. 1,6131.2 

junior  and  senior  high  schools  2132.7,   "     " 

teacher  2233,2132.7,    "     " 

COURSE  OF  STUDY 

authorization  of  advertisements  1111 

teacher  must  follow  6123 

CREDENTIALS,  certificated 

administrative  4113 

California  State  4111 

provisional  4113, 

CREDIT  BY  EVALUATION  OR  EXAMINATION  -  ADULT  DIVISION  6324 

CURRICULUM  ASSISTANTS  2232,2233, 

CURRICULUM  DEVELOPMENT 

Coordinator  2134 

CURRICULUM  IN-SERVICE  COMMITTEE  4131 


INDEX  -  Policy  Manual  Number 

DAMAGE  TO  SCHOOL  PROPERTY  p  3520 

DANCE,  ENTERTAINMENT,  CONCERT,  ETC. 

authorization  for  students  to  hold  5133 

DAY  CF  ATONEMENT  -  HOLY  DAY  I+I57 

DAY-TO-DAY  SUBSTITUTE 

appointment  of  4112 

evaluation  reports  2136 

DEAN  OF  BOYS,  SECONDARY  SCHOOLS  2220 

DEAN  OF  GIRLS,  SECONDARY  SCHOOLS  2220 

DEATH  IN  FAMILY,  certificated  employees 
absence  for 
"immediate  family" 
second  degree  relative 

travel  time  for  4156 

DECREASED  ENROLLMENT,  ADULT  EDUCATION 

leave  because  of  for  certificated  employee  4150 

DELIVERY  OF  SUPPLIES,  EQUIPMENT,  ETC. 

material  received  report  3310 

DENTAL  SERVICES,  STUDENTS  5113,5113.1 

DEPARTMENT  HEADS,  SENIOR  HIGH  SCHOOLS  2230,2233 

acting  heads  2231 

credentials  for  Ull3 

health  and  physical  education  2230 

DIPLOMAS,  STUDENTS   (See  also  GRADUATION  REQUIREMENTS ) 

adult  schools  5124.1 

city  college  5124,5124.1 

elementary  5121 
San  Francisco  Unified  School  District  -  senior  high  school  5124 

secondary  5121 

veterans  5124.1 

DIRECTORS 

administrative  operations  2300 

attendance  at  conventions  4133 

instructional  program  6110 

art  educati.cn      (see  ADMINISTRATIVE  MANUAL  R  6l4l)  6l4o 

child  care  canters  2l4o 

instructional  materials  2142 

music  education    (see  ADMINISTRATIVE  MANUAL  R  6l45)  6l40 

research  2144 
physical  properties  (See  ADMINISTRATIVE  MANUAL  R  2150) 
buildings  and  grounds 

DIRECTOR  OF  PROPERTY,  CITY  AND  COUNTY  3260 

DISABILITY,  CERTIFICATED  EMPLOYEE 

mental,  physical  4152 

DISABILITY  RETIREMENT,  CERTIFICATED  EMPLOYEE  4121 
benefits 

DISCIPLINE  CF  STUDENTS 

teacher  responsibility  4130,6123 

child  care  centers  6l23>l 

Student  Behavior  and  Discipline  Code  5130 
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DISMISSALS,  CERTIFICATED  EMPLOYEES 

permanent  P  4119.1 

probationary  4119, 4119.1 

substitutes  4119.1 

temporary  4119-1 

child  care  4119.2 
DISPLACED  PROBATIONARY  'TEACHERS 

preferred  eligibility  lists  4112 
DISTRICTS  FOR  SCHOOL  ATTENDANCE                        5117,5111.2 
DIVISOR 

used  in  assignment  of  teachers 

junior  high  schools  613I.I 

senior  high  schools  6131.2 
DRAFT  BOARD 

excused  absence  4154 

DRIVER  EDUCATION,  SENIOR  HIGH  SCHOOL  6124.1 
DRIVER  TRAINING  PRCGRAM,  ADULT  DIVISION 

fee  for  6330 

DRIVES,  CHARITY  1423.1 
DIES,  STUDENT  ACTIVITIES 

voluntary  5132 

DUTY-FREE  LUNCH  PERIOD,  TEACHERS  6113 


ELECTRONIC  DATA  PROCESSING 

supervision  of  2125 

ELEMENTARY  DIVISION 

administration,  Assistant  Superintendent  2122 

attendance  ages  51H 
child  care  center  administration                    2122, 2140 

class  size  6131 

formula,  assignment  of  teachers  613I 

instructional  program;  arrangements  6120 

school  clerks  4215 

ELIGIBILITY,  CERTIFICATED  EMPLOYEES 

lists  2136 

long-term  substitutes  4112 

preferred  lists  4112 

requirements  4lll 

selection  from  lists  4112 

unworthy  candidates  on  eligibility  lists  4112 
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EMERGENCY, 

teacher  excused  one  hour  for  p  6113 

EMERGENCY  APPOINTMENTS,  CERTIFICATED  EMPLOYEES  4112, 9b 

EMERGENCY  DRILLS,  SCHOOLS  6115  ' 

child  care  centers  6II5.I 

EMERGENCY  LEAVE,  CERTIFICATED  EMPLOYEE  415  0 

^EMPLOYED  MINORS  5111-3 

ENTERTAINMENT  DURING  SCHOOL  HOURS  1423 

ENTRANTS,  LATE  -  STUDENTS  5111-3 
EQUIPMENT 

use  and  care  of  by  teacher  U130 

EVALUATION,  TEACHER  SERVICE  4117,2136 

child  care  centers  4117.1 

EXAMINATIONS,  CERTIFICATED  EMPLOYEES  4111, 4112,2136 

EXCHANGE  LEAVES,  CERTIFICATED  EMPLOYEES  4150 
EXCHANGE  TEACHERS,  FOREIGN 

excused  absence  4150.1 

EXCLUSION,  STUDENTS  5114 

child  care  centers  5H4-1 
EXCUSED  FROM  SCHOOL,  STUDENTS 

to  attend  symphony  concert  5137 
EXECUTIVE,  CHIEF 

Superintendent  of  Schools  2110 
EXEMPTIONS,  STUDENTS 

physical  examinations  5l4l 

school  attendance  5114 

child  care  centers  5H4.1 
EXPENDITURE 

school  Parent  Fund  3270 

EXPULSION,  STUDENTS  51l4 

child  care  centers  5H4.1 

EXTRA-CLASS  ACTIVITIES,  SECONDARY  SCHOOLS 

athletics  6128 

"     City  College  6128.1 

provisions  for  6128 

over-night  trips  6128 

**EMPLOYEES  -  See  INDEX  for  PERSONNEL,  ADMINISTRATION,  CHILD  CARE, 

NON-CERTIFICATED  EMPLOYEES,  and  THE  TEACHER 


FEDERAL  GOVERNMENT 

financial  reports  to  2125 
FEES,  STUDENTS 

unauthorized,  voluntary  5132.1 

Driver  Training  program,  Adult  education  6330 
FELONY,  TEACHER  CONVICTION  OF 

dismissal  4119-1 

FESTIVALS,  SCHOOLS  l4l6 

STUDENT  ORGANIZATIONS  5133 
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FIELD  TRIPS,  STUDENTS 

notification  to  parent  or  guardian  of  P  6132 

FINANCE, 

control  of  2125 

FIRE  DEPARTMENT  6115 

drills  in  schools  6115 

child  care  centers  6H5.I 

FIRST  DEGREE  RELATIVES  •  4156 

FISCAL  CONTROL,  DIVISION  OF 

administration,  functions  2125 

chief  of  2125 

FISCAL  CONTROL,  CHIEF  OF 

attendance  at  conventions  4133 
when  responsible  for  cafeteria  management            3546,3546.1 

FIVE  MONTHS  ABSENCE  FOR  ILLNESS,  TEACHERS  4151 

FLAG,  NATIONAL  6122 

FLOWERS,  GIFTS 

not  allowed  at  student  graduation  exercises  5121 

FOOD  VENDING. MACHINES  1412 

FOREIGN  EXCHANGE  TEACHER  4150.1 

FORESTERS  OF  AMERICA  5132 

FORMER  TEACHERS,  RE -EMPLOYMENT  OF  4112 

as  day-to-day  substitutes  4122 
child  care  centers                               4112.1,1+121.1 
FORMER  TEACHERS,  REINSTATED 

within  39  months  of  resignation  4112 

within  3  years  of  resignation  because  of  illness  4121 
FORMULA  USED  IN  APPOINTMENTS 

of  assistant  principals  2220 

of  school  clerks  4215 

of  teachers,  elementary  division  613I 

of  teachers  and  administrators,  junior  and  senior  high  6131-1- 

schools  6131.2 
of  counselors,  head  counselors  and  assistant  head  counselors 

junior  and  senior  high  schools  6131-1, 6131. 2 

of  librarians,  junior  and  senior  high  schools       6131.1,6131.2 
FOUR-FOUR  PRCGRAM,  STUDENTS 

work  experience  6124.2 
FRATERNITIES  AND  SORORITIES 

regulations  5132 

FREE  AND  HARMLESS  CLAUSE  l4l2 

FREE  LUNCHES,  NEEDY  CHILDREN  3546.1 

FREE  MILK,  NEEDY  CHILDREN  3546.1 

FULL-TIME  POSITION,  PROBATIONARY  TEACHER  4ll4 

FUNDS,  PARENT  GROUP,  SCHOOLS  3270 

FUND  RAISING,  SCHOOLS  l4l6 
FRINGE  EENEFITS 

when  sponsor  must  pay  for  l4l6 
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GENERAL  EDUCATIONAL  DEVELOPMENT  TESTS  P  5124.1 
GIFTS  TO  SCHOOLS 

approved  list  of;  purchases  $50.00  or  more  3270 

GIFTS  TO  EMPLOYEES  I320 

violations  (4132 

(U232 

GIFTS  OR  FLOWERS  AT  GRADUATION  EXERCISES  5121 
GRADE  ORGANIZATION 

instructional  program  6120 
GRADUATES,  SENIOR  HIGH  SCHOOLS 

list  of  names  and  addresses  5l4o.l 
GRADUATION  EXERCISES 

ELEMENTARY,  SECONDARY,  CITY  COLLEGE  5121 

caps  and  gowns 

expenses 

graduation  certificates  and  covers,  tickets  and  programs    5121 
GRADUATION  REQUIREMENTS 

adult  schools  6324 

senior  high  school  6124, 6124.1 

veterans  5124.1 


HEADS  OF  DEPARTMENTS,  SENIOR  HIGH  SCHOOL  2230,2233 

acting  heads  2231 

period  assignments  6131.2 

credentials  for  4113 

health,  physical  education  2230 

HEAD  TEACHER,  CHILD  CARE  CENTERS  224o,4ll4.1 

4117.1,5113-1 

HEALTH  CARE,  CHILD  CARE  CENTERS  6120.1 
HEALTH  CERTIFICATE  REQUIRED 

certificated  employees  4ll4 

child  care  center  employees  4ll4.1 
HEALTH  REGULATIONS 

observed  by  teachers  4130 

HEARING,  CERTIFICATED  EMPLOYEES  4119.1 

charges  for  dismissal,  probationary  teacher  4119 

trial  or  reprimand  1330 

HIGHWAYS,  STATE  DIVISION  OF  (4133-1 

official  mileage  established  by  (4222.1 

HOLIDAYS,  SCHOOL  6lll 
HOLY  DAYS 

excused  absence  for  4157 
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HOMEWORK  -  STUDENTS 

Elementary,  Junior  and  Senior  High  Schools  P  6136 

HOSPITALS  OUTSIDE  DISTRICT 

resident  students  in;  responsibility  of  district  5118 

HOURS  OF  TEACHERS 

school  day  6112 

required  service  6113 

assigned  duties     .  6131,6131.1,6131. 2 


IDENTIFICATION  TAGS,  STUDENTS  1^+23 
IMMEDIATE  FAMILY,  illness  in 

leave  for  care  of  kl^O 

first  degree  relative  ^156 

second  degree  relative  kl^G 
IMMORAL  CONDUCT,  CERTIFICATED  EMPLOYEE 

dismissal  of  teacher  U119-1 
INCLEMENT  DAY 

Elementary  school  program  6112 
INCOMPETENCY 

dismissal  of  teachers  UH9.I 

INCREMENT,  SALARY,  CERTIFICATED  EMPLOYEES  2138 

INFANTILE  PARALYSIS  FUND  IU23 
INFORMATION,  PERSONAL,  STUDENTS 

exceptions  for  giving  51^0.1 

IN-SERVICE  TRAINING,  CERTIFICATED  EMPLOYEE  2138 

for  professional  growth  4131.1 
INSTRUCTION        ARTICLE  6     Series  6CC0 

INSTRUCTION,  SAFETY  5lUU 

ILoTRUCTION  BOCKS,  TEACHERS  Ul30 

must  remain  in  school  if  teacher  transfers  or  leaves  department 
INSTRUCTIONAL  ARRANGEMENTS 

elementary  and  secondary-  textbooks  and  library  books  613^- 

formation  of  new  classes  6120 

-  grade  organization  6120 
INSTRUCTIONAL  DIVISIONS,  teacher  assignment  to;  program,  4115,6110 
INSTRUCTIONAL  MATERIALS,  DIVISION  OF 

Director  21^2 
INSTRUCTIONAL  MATERIALS  FOR  USE  IN  SCHOOL 

students  not  required  to  purchase  613^ 
INSTRUCTIONAL  PROGRAM 

organization  of  administrative  units  6120 

supervision  of  6110 
INSURANCE 

policies  and  program  2125 
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INTER-EEPARTMENTAL  WORK  ORDERS  p  3310 

INTER -DISTRICT  ATTENDANCE 

Elementary  5II8 

City  College  5118.1 

Secondary  5118 
Contracts,  permits                                5118,5118.1 

INTERRUPTIONS,  CLASS  6129 

INTERSCHOLASTIC  ATHLETICS 

student  physical  examinations  5l4l 

INTERVIEWS,  CERTIFICATED  EMPLOYEES 

for  selection  of  candidates  4111 

INVESTIGATION  OF  COMPLAINTS 

school  personnel  1330 


JANITORS,  JANITRESSES,  ENGINEERS 

MANUAL  of  services  2124 

JEWISH  NEW  YEAR 

Holy  Day  4157 

JOB  ESTIMATES 

approval  of  Board  3310 

JOHN  0' CORNELL  VOCATIONAL  HIGH  SCHOOL  AND  TECHNICAL  INSTITUTE 

student  attendance  -  full  time,  part-time  6326 

adult  attendance  6326 

JUNIOR  COLLEGE   (CITY  COLLEGE) 

President;  administration  of  2121 

JUNIOR  HIGH  SCHOOL  DIVISION 

Assistant  Superintendent;  administration  of  2122 

admission  and  enrollment  of  students  5111* 2 

instructional  program  arrangements  6120 

revolving  fund  -  student  body  funds  5135 

school  clerks  4215 

JUNIOR  RED  CROSS  1423 


KINDERGARTEN 

instructional  program  6120 

class  size  613I 

formula  for  assignment  of  teachers  613I 

KITCHEN  FACILITIES 

school  cafeterias  1412 
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L  ©OR,  CAFETERIAS 

when  sponsor  must  pay  for  P  lkl6 

LATE  ENTRANTS,  STUDENTS  51H-3 

LEASING  PROPERTY  3260 

ES  CF  ABSENCE  -  CERTIFICATED  EMPLOYEES 

assignment  upon  return  to  duty  Ul50 

care  of  ill  relative  4150 

child  care  center  employees  lkL.58 

child  care  -  following  Maternity  ij-153 

decreased  enrollment  -  Adult  Division  4150 

during  probationary  period  ^150 

emergency  4150 

exchange  14-150 

illness  I4-I5I 

bernity  ^153 

military  kl^k 

notification  by  employee  of  expiration  of  lj-150 

personal  business  U15O 

when  granted  by  Superintendent  " 

professional  growth  -  study,  travel  ^150 

professional  meeting  1+150 

travel  expenses  " 

Red  Cross  service  if-15^.1 

required  service  upon  return  from  4150 
sabbatical                                        1^155,2138 

study  lkL50 

travel  lj-150 

United  States  Merchant  Marine  service  i)-15^.1 

X-ray  examination  1+150 

LEGAL  ADVISER 

services  2120 

attendance  at  conventions  ^133 

collection  for  wilful  damage  to  school  property  3520 

contracts  2120 
inter-district  attendance  agreements                 5118,5118.1 

travel  allowance  U133.I 

LIBRARIANS,  Junior  and  Senior  High  Schools  613I.I 

formula  for  assignment  6131.2 
LIBRARIES  AND  TEXTBOOKS,  BUREAU  OF 

administration  21^2 
LIBRARY  BOOKS 

permission  to  students  to  take  home 

protection  of 

replacement  when  lost,  mutilated,  etc.  613^ 

LIBRARY,  PROFESSIONAL  21^2 
LIGHT 

proper  for  classroom  Ul30 
LIQUOR  LICENSE 

Board  protest  for  issuing  to  establishment  near  schools  51^0 
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LONG  TERM  SUBSTITUTE  TEACHERS 

classification  of  p  4ll6 

credit  toward  probationary  period  4ll6 

eligibility  for  probationary  appointment  4112 
evaluation  reports                                2136,4117 

LOUISE  LOMBARD  SCHOOL 

transportation  of  children  to  5112 

LOWELL  HIGH  SCHOOL 

non-districted,  academic  5117 

LUNCH  PERIOD,  DUTY-FREE,  TEACHER  6ll3 


MAINTENANCE 

buildings,  equipment,  grounds  2124 

cafeteria  equipment  35U6 

principal's  instructions  3520 

MAKING  UP  WORK,  STUDENT 

on  absence  from  school  5113 

MANUAL  on  services  of  janitors,  jani tresses,  engineers         2124 

"MARCH  OF  DIMES" 

soliciting  funds  from  students  1423 

MARITAL  STATUS,  CERTIFICATED  EMPLOYEES 

no  bearing  on  eligibility  4111 

child  care  center  4111.1 

MASONIC  MEMORIAL  TEMPLE,  CALIFORNIA 

used  for  graduation  exercises  5121 

MATERIAL  RECEIVED  REPORT 

signed  by  administrator  upon  receipt  of  equipment 

or  service  3310 

MATERNITY  LEAVE,  CERTIFICATED 

abridgement  of  4153 

MEALS,  CAFETERIAS 
light  lunches 

reimbursement  for  3546 

when  served  without  charge  3546.1 

MEDICAL  ADVISER,  BOARD  OF  EDUCATION  4ll4 

also  4112,  4121,  4151,  4152,  4153 

MEDICAL  SERVICES,  STUDENTS 

excused  absence  5113 

child  care  centers  5H3  •  1 

MEETINGS 

called  by  State  Superintendent  of  Public  Instruction       (4l40 
when  attended  by  Board  of  Education,  Superintendent,  Staff  (4230 

MEMORIALS  IN  SCHOOIS 

when  allowed  3663 
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MENTAL  DISABILITY,  CERTIFICATED 

leave  for  P  4152 

MENTALLY  RETARDED,  STUDENTS 

'.mission,  placement,  transportation  of  5112 

MERCHANT  MARINE  SERVICE 

leave  for  4154.1 

MESSENGER  OR  MONITOR  WORK,  STUDENT  5136 

MID-MORNING  MILK  PROGRAM  2152 

MILEAGE,  OFFICIAL  (4133 .1 

reimbursement  for  travel  (4222.1 

MILITARY  LEAVE 

leave  for  study  upon  return  from 

provisions 

reinstatement  privileges  4154 

MILITARY  SCIENCE  AND  TACTICS  (ROTC) 

Professor  of  6131.2 

MILITARY  AND  VETERANS 'CODE 

leaves  governed  by  4154 

MINIMUM  DAYS  OF  SERVICE,  CERTIFICATED  EMPLOYEES  4ll6 

child  care  centers  4ll6.1 

MINIMUM  SCHOOL  DAY 

elementary,  secondary  6112 

MINORS,  EMPLOYED,  UNEMPLOYED 

attend  Sam.Gompers  High  School  51H-3 

MINUTES,  BOARD  OF  EDUCATION  MEETINGS  2120  " 

MISCELLANEOUS  STUDENT  ACTIVITIES  5136 

MONEY -RAISING  EVENTS  3270 

MONITOR  OR  MESSENGER  WORK,  STUDENTS  5136 

MOTHERS'  CLUBS  1210,l4l2,l4l6,  327O,  5133 


NAMES  AND  ADDRESSES,  CERTIFICATED  EMPLOYEES 

change  of  4130 

NAMES  AND  ADDRESSES,  EMPLOYEES  (4135.1 

requests  for  (4225.1 

ES  AND  ADDRESSES,  STUDENTS  1120,5l4o.l 
ING  OF  SCHOOLS,  POLICY  3662 

NATIONAL  ORIGIN,  CERTIFICATED  EMPLOYEES 

no  bearing  on  eligibility  4111, 4111.1 

native  daughters  of  the  golden  west  5132 

live  sons  cf  the  golden  west  5132 

needy  children 

free  lunches  and  milk  3546.1 
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Number 


^NON- CERTIFICATED) EMPLOYEES  ^CJ&*<>'<  ijtj 

absence  for  X-ray  examination,  excused  P  4214 

child  care  centers  4214.1 

agent  for  others  -  publications,  articles,  contracts, etc. , 

no  employee  may  be  4232 

attendance  at  conventions  4222 

attendance  at  meetings  of  State  Superintendent  4230 
child  care  center  -  see  CHILD  CARE  NON-CERTIFICATED  EMPLOYEES 

clerical  personnel  supervision  SIQ5-  3v^p 

employee  organizations,  membership  4225,4225.1 

political  activity  4226 

salary  guides  4241 

school  clerks  -  formula  for  assignment  4215 

school  term  clerk  service  4216 

travel  expenses  -  reimbursement  4222.1 

tutoring  students  -  regulations  4234 

NON-DISTRICTED  HIGH  SCHOOL  5117 
NON-RESIDENT  STUDENTS 

contracts  for  inter-district  attendance  5118 

physically  handicapped  5112 

NOTICE  OF  CHANGE  OF  NAME  AND  ADDRESS,  CERTIFICATED  EMPLOYEE  4130 

NOTICE  OF  DISMISSAL,  TEACHERS  4119, 4119.1 

NOTICE  OF  SUSPENSION,  STUDENT  5114 
NOTIFICATION  OF  EXPIRATION  OF  LEAVE,  CERTIFICATED  EMPLOYEE 

requirement  for  4150 
NURSERY  SCHOOL  -  CHILD  CARE 

administration  2140 

age  of  entrance  5111*1 

curriculum  6120.1 

NUTRITION,  CHILD  CARE  6120.1 


"ON  SALE"  LIQUOR  LICENSE 

near  schools 
OPERA  HOUSE,  WAR  MEMORIAL 

used  for  graduation  exercises 
OPERATION  OF  SCHOOL  PLANT 
OPINIONS  OF  LEGAL  ADVISER 
OPPORTUNITY  CLASSES,  ELEMENTARY  SCHOOLS 
OPTOMETRICAL  SERVICES,  STUDENTS 

child  care  centers 
ORDER,  TEACHER  RESPONSIBILITY  FOR 
ORGANIZATION,  BOARD  OF  EDUCATION 

administrative  chart 
ORGANIZATION,  EMPLOYEE 

policy  of  Board 

distribution  of  materials 

names  and  addresses  of  employees 
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ORGANIZATIONS,  STUDENTS  P  5132 

OUTSIDE  ACTIVITIES,  CERTIFICATED  EMPLOYEES 

during  school  hours  1+130.1 

OUTSIDE  ACTIVITIES,  STUDENTS  6129 

OUTSIDE  SOURCE  MATERIAL  1110 

distribution,  posting,  etc.  1111 
OVER- AGE  STUDENTS 

assignment  of  5H1-3 


?  BRENTS 

pupil  progress  reports  to  6123 

PARENT  GROUP  FUNDS 

in  schools  3270 

PARENT-TEACHER  ASSOCIATION  1210,11+12,11+16,3270,5133 

PPRT-TIME  POSITION,    CERTIFICATED  EMPLOYEE  1+111+ 

PATRIOTISM 

respect  for  Flag;   Pledge  of  Allegiance  6122 

PAYROLLS,    supervision  of  2125 

PERMANENT  TEACHERS 

dismissal  of  1+11 9. 1 

employment  of  former  1+112 

tenure  1+118 
child  care  centers                                                                           1+116. 1,1+118.1 

PERMIT,    CALIFORNIA  STATE  1+111.1 

for   child  care   center   certificated  employees  l+lll+.l 

PERSONAL  BUSINESS  LEAVE,   CERTIFICATED  EMPLOYEE  1+150 

PERSONAL  INFORMATION  ON  STUDENTS  511+0.1 

PERSONAL  MATTERS,   CERTIFICATED  EMPLOYEES 

work  on  during  school  hours  1+130.1 

child  care  teachers  6123.1 

PERSONNEL,   CERTIFICATED  ARTICLE  k  Series   1+000 

PERSONNEL,  (NON-CERTIFICATED  )    C*l &*>*#& &J  "  "   starting  at  1+200 

PERSONNEL,   STAFF 

See   INDEX  for  ADMINISTRATION,   ADMINISTRATORS,   CHILD  CARE  EMPLOYEES, 
NON- CERTIFICATED  EMPLOYEES,   THE  TEACHER 

PHILANTHROPY,   PUBLIC  SCHOOLS  1210 

PHOTOGRAPHER,   CLASS  PICTURES  ll+20 

PHYSICAL  DISABILITY,    TEACHER  1+152 

PHYSICAL  EDUCATION  AND  ROTC, STUDENTS  6125 

PHYSICAL  EXAMINATIONS,    CERTIFICATED  EMPLOYEES 

on  transfer  or  appointment  1+111+ 

child  care  l+lll+.l 

PHYSICAL  EX  MINATIOWS,   STUDENTS 

exemptions  5ll+l 
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PHYSICAL  PROPERTIES,  P  2124 

responsible  for  buildings  and  grounds  3661 

PHYSICALLY  HANDICAPPED,  STUDENTS  2132 
admission,  placement,  transportation 

non-resident  physically  handicapped  5112 

PHYSICIAN'S  REPORT  OF  MEDICAL  EXAMINATION,  STUDENTS  5l4l 

PICTURES,  CLASS  -  STUDENTS  1^20 

PLACEMENT  SERVICES,  STUDENTS  2132 

PLEDGE  OF  ALLEGIANCE  6122 

POLICE  DEPARTMENT 

when  notified  of  theft  or  damage  to  school  property  3520 

POLICIES  OF  BOARD  OF  EDUCATION 

See  INTERNAL  BOARD  OPERATIONS  AND  BYLAWS,  Series  100 

special  policies  2410 

POLITICAL  ACTIVITY  -  CERTIFICATED  AND  NON- CERTIFICATED  EMPLOYEES  (4136 

(4226 

POSTING  COMMITTEE  1110 

POSTING  MATERIALS  IN  SCHOOIS  1110,1111 

PRACTICE  TEACHERS 

program,  supervision  4123 

PREAMBLE  -  PHILOSOPHY  OF  EDUCATION  6l21 

PRE-EMPLOYMENT  TRAINING 

John  O'Connell  Vocational  High  School  and  Technical  Institute  6326 

PREFERRED  ELIGIBILITY  LISTS,  CERTIFICATED  EMPLOYEES  4112,4121 

PREPARATION  PERIOD,  TEACHERS  613I.I 

Junior  and  Senior  High  Schools  6131.2 

PRESIDENT,  CITY  COLLEGE  ADMINISTRATION  2121 

attendance  at  conventions  4133 

PRINCIPAL,  responsibilities 

administration  of  school  2212 

attendance  at  conventions  4133 
requisitioning  supplies  and  service;  verification  of 

receipt  of  3310 

PRIORITY  TO  STUDENTS,  SUMMER  CLASSES 

recommendation  by  principal  for  enrollment  6154 

PROBATIONARY  TEACHERS  -  see  INDEX  for  TEACHERS 

PROBATIONARY  CHILD  CARE  CERTIFICATED  STAFF  4ll6.1 

PRODUCTIONS  BY  EMPLOYEES  (4132 

limitation  on  use  of;  regulations  (4232 

PROFESSIONAL  GROWTH,  CERTIFICATED  EMPLOYEES 

in-service  program  4131 

leaves  for  4150 

PROMOTION  OF  TEACHERS 

application  for  4131.1 

in-service  program  4131 

merit  for  4131.1 

PROMOTION  OR  GRADUATION,  STUDENTS 

elementary,  secondary,  City  College  5121 

PROOF  OF  AGE,  STUDENTS 

affidavit,  baptismal  certificate,  birth  certificate, 

passport  5111,5111.1 
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PROPERTY  DAMAGE  P  3A12 

PUBLIC  LIABILITY  1*H2 

PUBLICATION  OF  ARTICLES,  EMPLOYEES  (UI32 

agent  for  publisher  (^232 

limitations  on 

royalties 

use  of 

PUBLICATIONS,  SCHOOL   ■  1111 

assignment  of  teacher  time  6131-2 
PUPILS  -  see  STUDENTS 

Article  5  Series  5000 

PUPIL  SUPERVISION,  CLASSROOM 

when  class  not  in  session  513& 
PUPIL-TEACHER  RATIO 

adult  schools  63IO 

elementary,  kindergarten  613I 

coordinators,  work  experience  6133 


QUARANTINE,  TEACHER 

absence  for  i+151 

QUESTIONNAIRES  SUBMITTED  TO  CERTIFICATED  EMPLOYEES 

special  policy  of  the  Board  2^10 


RECORDS,  SCHCOL 

attendance  5H3 

attendance,  child  care  centers  5H3«1 
teacher  responsibility  for                     I|-130,6l23,6l23.1 

RECRUITMENT  and  selection, 

CERTIFICATED  EMPLOYEES  iHll,Ulll.l 

RED  CROSS  SERVICE 

'  LEAVE  FOR  UI5U.I 

REEMPLOYMENT  OF  FORMER  TEACHERS  Ull2 

employed  as  day-to-day  substitutes  ij-122 

child  care  centers  ^112. 1,^12 1.1 

RE-INSTATEMENT  OF  FCRMER  PERMANENT  TEACHERS 

after  39  months  lkL12 

within  3  years  of  resignation  or  retirement  i+121 

RELIGION,  CERTIFICATED  EMPLOYEES 

no  bearing  on  eligibility  ^111,^111.1 

RELIGIOUS  FAITH 

Holy  days  Ul57 
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RENTALS  OF  PROPERTY  P  3260 

REPORT  CARDS,  STUDENTS 

to  parents,  time  schedule,  return  to  school  5125 

REPRIMAND,  EMPLOYEES  I33O 

REQUISITIONS 

inter-departmental  work  orders 

repairs  or  improvements 

services 

supplies,  school  3310 

RESEARCH  DIVISION 

Director  of,  functions  2144 

RESERVED  OFFICER  TRAINING  CORPS  (ROTC )  and  PHYSICAL  EDUCATION   6l25 

assignment,  ROTC  officers,  Senior  High  School  6131.2 

RESIDENCE  REQUIREMENTS,  STUDENTS 

for  graduation  diplomas  5122 

for  graduation,  Adult  schools  6324 

RESIDENTIAL  DISTRICT 

legal  residence  for  school  attendance  5117 

RESIGNATION,  CERTIFICATED  EMPLOYEES 

30  days  notice  of  intention  4121 

provisions  for  re-instatement  following  4ll2,4l21 

RESOLUTIONS 

prepared  by  legal  adviser  2120 

REST,  LEAVE  FOR  4151 

RETARDATION,  STUDENT 

elementary  division  5123 

RETIRED  CERTIFICATED  EMPLOYEE 

re-instatement  of  4121 

employed  as  day-to-day  substitute  4122 

RETIREMENT  SYSTEM,  CERTIFICATED  EMPLOYEES 

disability  retirement  benefits  4121 

jurisdiction  in  accident  or  illness  4152 

physician  for  4152 

child  care  employees  not  eligible  for  teacher  retirement    (4112.2 

systems  (4212 
RETURN  FROM  LEAVE  OF  ABSENCE 

assignment  of  certificated  employee  4150 
REVOLVING  FUND 

junior-senior  high  schools  5135 

ROYALTIES,  EMPLOYEES  (4132 

on  publications,  productions  -  when  allowed  (4232 
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SABBATICAL  LEAVE,  CERTIFICATED  EMPLOYEE  P  2138,1*155 

SAFETY,  STUDENTS 

instruction  and  care  5lkk 

teacher  responsibility  for  6123 

child  care  centers  6123.1 

SAFETY  PATROL,  STUDENTS 

uniform  for  3270 

SALARY,  CERTIFICATED  EMPLOYEES 

adoption  of  salary  schedule  l*ll*l 

allowance  for  absence  1*151 

classification,  coordination  2138 

in-service  program  1*131 

method  of  payment  l*ll*l 

surveys  2138 

SALARY  GUIDES,  NON-CERTIFICATED  EMPLOYEES  1*21*1 

SALARY  AND  WAGE  SCHEDULES,  CHILD  CAKE  EMPLOYEES  (4110.1 

(1*210.1 

SALES, 

Cake,  dessert,  etc.  lUl6 

SALUTE  TO  FLAG  6122 

SAMUEL  GOMPERS  HIGH  SCHOOL 

admission  and  enrollment  of  students  5111*3 

assigned  by  Child  Welfare  Division  51H-3 

formula  for  assignment  of  teachers  6131.2 

part-time  and  full-time  students  5H1-3 

SANITORIUMS 

students  who  are  inmates  of  outside  district  but  are 

residents  of  this  district  5H8 

"SATISFACTORY"  SERVICE,  TEACHER  1*115 

SAVINGS,  SCHOOL  PROGRAM  513^ 

SCHOOL  ADMINISTRATION  2212 
SCHOOL-AGE  PUPIL,  CHILD  CARE  CENTER              6120.1, 51ll*.l,2ll*0 

SCHOOL  ATTENDANCE  AREAS  5117 

SCHOOL  CALENDAR  6111 
SCHOOL  CLERKS,  NON-CERTIFICATED  EMPLOYEES 

assignment  formula 

classification 

duties 

transfers  1*215 

SCHOOL  CONSOLIDATED  UNDER  ONE  PRINCIPAL  2212 

when  assigned  assistant  principal  2220 
SCHOOL  DAY 

time  schedule  6112 

SCHOOLS,  NAMING  OF  3662 

SCHOOL  PARENT  GROUP  FUND  EXPENDITURE  COMMITTEE  3270 

SCHOOL  PLANNING  AND  UTILIZATION  2121* 
SCHOOL  PUBLICATIONS 

assignment  of  teacher  time  for  6131.2 
SCHOOL  RECORDS 

teacher  responsibility  6123, 6123.1,1*130 
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SCHOOL  SAVINGS  PROGRAM  P  513I4. 

SCHOOL  TERM  CLERKS  -  NON- CERTIFICATED 

service  of  U2l6 

formula  for  assignment  1+215 

SCHOOL  YARD  CONTROL,  ELEMENTARY  DIVISION  6llh 

child  care  centers  6ll4.1 

SECOND  DEGREE  RELATIVE  UI56 

SECOND  DISTRICT  CONGRESS,  PARENTS  AND  TEACHERS  1210 

SENIOR  HIGH  SCHOOL  DIVISION  ADMINISTRATION  2122 

admission  and  enrollment,  students  5111.2 
graduation  requirements                            6l24,6l21+.l 

instructional  program  arrangements  6l20 

revolving  fund,  student  body  5135 

school  clerks  4215 

SERVICE  REOUIRED 

certificated  employees  6113 

child  care  center  employees  6II3.I 

-minimum  days  per  year,  probationary  teachers  kll6 

"     "    "    "   child  care  employees  kll6.1 

upon  return  from  leave  of  absence  4150 

SEVENTY -FIVE  PER  CENT  TEACHING  DAYS  kll6 

child  care  employees  4ll6.1 

SEX,  CERTIFICATED 

no  bearing  on  eligibility  Ulll 

child  care  employees  4111.1 

SOCIAL  CHAIRMAN,  SENIOR  HIGH  SCHOOL 

teacher  time  assigned  for  6131.2 

SOCIAL  EVENTS,  STUDENTS 

authorization  5133 

SOLICITING  FUNDS  FROM  STUDENTS  1420,1^23 

for  purchase  of  supplementary  school  materials  6l3^ 

SOLICITORS 

not  allowed  in  schools  1111 

SORORITIES  AND . FRATERNITIES 

regulations  5132 

SPECIAL  CLASSES  AND  SCHOOLS  6120 

class  size  613I 
teacher  time  assigned  for                        6131.1,6131.2 

SPECIAL  DUTIES  ASSIGNED  TO  TEACHERS  6113 

SPECIAL  SUBJECTS  6lh0 

"SPEED  UP"  OR  "CORRESPONDENCE  TYPE"COURSES,  ADULT  DIVISION  6324 

STAFF  MEETINGS 

teacher  participation  6123 

child  care  center  employees  6123.1 

STANDARDS,  TEACHERS 

personal,  professional  6123 

child  care  center  employees  6123-1 

STAR  SPANGLED  BANNER  6122 

STATE  DEPARTMENT 

financial  reports  filed  with  2125 

STATE  LAW 

re  information  on  students  5140.1 

STATE-PRINTED  TEXTBOOKS  613k 

STATE  SUPERINTENDENT  OF  PUBLIC  INSTRUCTION  (4l40 

attendance  at  meetings   called  by  (4230 
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STUDENTS   Article  5  Series  50C0 

Acceleration 

elementary  P  5123 

junior-senior  high  schools  51H«2 

Activities 

athletic  6128,6128.1 

automobiles,  use  of  to  and  from  school  5131 

Behavior  and  Discipline  Code  5130 

entertainment  -  charges  for  during  school  hours  l'+23,3270 

fees,  student  -  voluntary  5132.1 

organizations  -  clubs,  fraternities,  sororities  5132 

outside  community  activities  6129 

savings  program  513^ 

social  events  5133 

Student-Body  -  dues  1423,5132 

Symphony  concerts,  attendance  5137 

Addresses  and  names  -  when  supplied  1120 

State  regulation  51^0.1 

Adult 

driver  training  fee  633O 

graduation  requirements  632U 

Americanization  classes  51H-3 

Apprenticeship  program,  John  O'Connell  Vocational  High 

School  and  Technical  Institute  6326 

Athletes  -  physical  examination  of  51^-1 

A.ttendance 

absence  -  when  excused;  making  up  work;  regularity  of 

attendance  5113 

child  care  centers  5II3.I 

admission 

elementary  and  kindergarten  5 HI 

child  care  centers  5H1.1 

junior-senior  high  schools  5H1.2 

late  entrants  5HI.3 

Samuel  Gompers  5H1.2 

mentally  and  physically  handicapped  5112 

age  of  entrance  51H 

child  care  5H1.1 

areas  of  -  districts  5H7 

inter-district  permits 

elementary  and  secondary  5H8 

City  College  5118.1 

John  O'Connell  Vocational  High  School  and  Technical 

Institute  -  adult,  part-time,  full-time  6326 

Atypical  2122,2132 
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Number 


Birth  certificate  -  or  proof  of  age 

child  care  centers  -  see  INDEX  for  CHILD  CARE  CENTERS 

conscientious  objector  -  re  patriotic  program 
contributions  solicited  for  drives,  etc. 

discipline  -  Student  Behavior  and  Discipline  Code 

(see  Appendix  "A"  Administrative  Regulations) 
drills  for  emergency 

child  care  centers 
examinations,  medical  for  athletes 
exclusions 

child  care  centers 
exemptions 

from  physical  examinations 

from  attendance  at  school 

child  care  centers 
expulsions 

child  care  school-age 

field  trips 

four-four  program  (Work  Experience) 

free  lunches,  needy  children 


graduation  exercises  -  elementary,  secondary 
graduation  requirements 

adult  schools 

residence  requirement 

senior  high  schools 

veterans 


P  5111 


6122 
1423 

5130 

6115 
6115 . 1 
5l4l 

5114 

5114.1 

511+1 

5114 

5114.1 

5114 

5114.1 

6132 

6124.2 

3546.1 

5121 


6324 
5122,5124 
6124,6124.1 

5124.1 


homework  -  elementary,  junior-senior  high  schools  6136 

hospital  patients  -  resident  students  outside  district  5H8 

identification  tags  1423 

inclement  day  -  elementary  school  6112 
information,  personal 

exceptions  for  giving  51^0.1 

library  books  and  textbooks 

permission  to  take  home;  protection  and  replacement  of   6134 

messenger  or  monitor  work  5136 

mid-morning  milk  program  2152 

minimum  school  day  6112 
minors 

employed,  unemployed,  attend  Samuel  Gompers  5H1-3 
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STUDENTS  -  Continued 

Names  and  addresses  P  1120,5140.1 

Needy  -  free  lunch  and  milk  3546.1 

Non-resident  5118,5112 

Opportunity  classes,  elementary  division  2122 

Organizations       •  5132 

Cver-a^e  -  assignment  of  51H-3 

Physical  education  and  ROTC  6125 

Physician's  report  on  athletes  5l4l 

Pictures,  class  1420 

Placement  services  2132 

Pledge  of  Allegiance  6122 

Pre-employment  training-J.  O'Connell  6326 

Promotion  -  see  Graduation  5121 
Pupil-teacher  ratio 

adult  .  63IO 

elementary,  kindergarten  613I 

Records  5113,  5H3-1,  4130,  6l23,  6123.I 

Report  cards  5125 

Residence  requirements  (graduation)  5122,6324 
Residential  district 

legal  residence  for  school  attendance  5117 

Retardation  -  elementary  division  5123 

Safety  instruction  and  care  5l44,6l23,6l23.1 

Safety  Patrol  3270 

Salute  to  Flag  6122 

Savings  -  school  program  5134 
School-age  pupil  -  child  care  centers          2140,5114. 1,6120.1 

School  attendance  areas  5117 
Soliciting  funds                             1420,1423,6134 

Summer  vacation  schools  6154 
Supervision  on  school  premises  and  off       4130,5136, 6ll4,6l23 

child  care  6ll4.1,6l23.1 

Suspension  5114, 5114.1 
Swimming 

American  Red  Cross  test  6125 

junior -senior  hi^h  school  6125 

requirements  for  graduation  from  senior  high  school  6124.1 
Symphony  concerts 

excused  to  attend,  student  rate  5137 

Textbooks 

permission  to  take  home  6134 

replacement  when  lost,  mutilated,  etc.  6134 

Transfers  5111.2 

Transportation 

mentally  retarded  and  physically  handicapped  5112 
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United  Crusade  solicitation  p  lii23 

United  States  Armed  Services  1120 
furnished  names  and  addresses  of  high  school  graduates   5140.1 

Vacation  summer  classes  6l^h 

Voluntary  membership,  student  body  organization  5132 

Welfare 

information  on  51U0.I 

physical  examinations  51^1 
Wilful  damage  to  school  property 

authorization  to  collect  for  3520 

Work  experience  612^.2 

Christmas  season  6l2i+.3 

Yard  control  -  elementary  schools  6ll^- 

child  care  centers  6llk.l 


STUDY  -  leave  for  certificated  employee  J-i-150 

SUBSTITUTE  TEACHERS 

appointment  -  day-to-day  4112 

child  care  centers  i+llo.l 

dismissal  ^119.1 
evaluation  reports                           2136,ikL17,Ull7.1 
long-term                                     Ull2,4ll6 
re-employment  of  resigned  or  retired  teachers  as  ^112.1,^121.1,^122 

salary  schedule  ^122 

SUMMER  VACATION  SCHOOL 
special  classes 
student  priority 

teacher  personnel  615^ 

SUNSHINE  SCHOOL 

transportation  of  students  5H2 

SUPERINTENDENT  OF  SCHOOLS 

contract  2110 

responsibilities  2110 

travel  allowance  ^133*1 

SUPERVISION,  TEACHER 

of  pupils  in  yard,  halls,  to  and  from  school      Ul30,6l23,6l23.1 

when  class  not  in  session  in  classroom  513^ 

SUPERVISORS 

administrative  operations  23OO 

attendance  at  conventions  ^133 

instructional  program  6110 

transfers  Ull5 . 1 

SUPERVISORS,  BOARD  CF 

annual  travel  ordinance  passed  by  U222.1 

SUPERVISOR,  CAFETERIAS  1^12,1^16 

Bureau  of  Cafeterias  2152 

management,  school  cafeterias  35^6 

l^-cspd/-/}-?*^    GM-f'S'^*/    Emp/ofa-i  X/^6 
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SUPPLIES  AND  EQUIPMENT  P  2124 

Division  of  Physical  Properties  " 

distribution  " 

purchase  " 

requisitions  and  delivery  3310 

storage  2124 
teachers  must  leave  in  school  when  separation  from  department  4130 

SUSPENSION,  STUDENTS  51l4, 5114.1 

SUSPENSION,  CHARGES  FOR,  TEACHER  4119.1 

SWIMMING  REQUIREMENT,  SENIOR  HIGH  GRADUATION  6124.1 

junior-senior  high  school  6125 

American  Red  Cross  test  6125 
SYMPHONY  CONCERTS 

students  excused  to  attend;  student  rate  5137 


TABULATING  AND  ELECTRONIC  DATA  PROCESSING 

supervision  of  2125 

TAKE-HOME  MATERIAL  -  OUTSIDE  SOURCE  1110 

TARDINESS,  TEACHERS  4130 

TEACHERS 

Absence  (see  INDEX  for  ABSENCE, CERTIFICATED  EMPLOYEES 

and  LEAVES,  CERTIFICATED  EMPLOYEES) 
Activities,  Student 

participation  in  and  supervision  of  6123 

Addresses  and  names,  change  of  4130 

Agent  for  others  4132 

Applications  2136,4111 

Appointments  4112,4115 

Assignments  2136,4115 

formula  used  6l31,6l31.1,6l31. 

upon  return  from  leave  4150 

Assistance,  requests  for  4130 
Audio-visual  aids 

time  assigned  to-junior-senior  high  schools  6l31.1,6l31. 

Board  appointments  4112 

Calendar  6lll 

Certificates 

health  4114 

illness  4151 

Child  Care  Center  (see  INDEX  for  CHILD  CARE  CENTER  EMPLOYEES) 
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TEACHERS  -  Continued 

Class  size,  Elementary  P  6131 

Classification  1+116 

salary  2138 

Classroom,  care  of  1+130,6123 

Complaints  against  1330 

Contract  -  what  constitutes  1+110 

Conventions,  attendance  at             -  4133 

Cooperation  with  principal  I+I30 
Counselors  -  see  INDEX  for  COUNSELORS 

Course  of  Study  -  must  follow  6123 

Credentials  1+111,1+113 

Curriculum  assistants  2232,2233 

Day-to-day  substitutes  2136,1+112 

Disability,  physical,  mental  1+152 

Disability  retirement  1+121 

Discipline,  responsibility  for  1+130,6123 
Dismissal 

notice  of  1+119,1+119.1 

permanent  teacher  1+119.1 

probationary  1+119,1+119.1 

substitute  1+119.1 

temporary  1+119  •  1 
Divisor 

used  in  assignment,  junior-senior  high  school      613I. 1,6131.2 

Duty-free  lunch  period  6113 

Eligibility  lists  2136,1+111,1+112 

Emergency  -  excused  for  6113 

Equipment,  use  and  care  of  1+130 
Examinations,  written                          1+111,1+112,2136 

Felony  -  conviction  of  1+119.1 

First  degree  relative  I+I56 

Five  months  absence  for  illness  1+151 

Foreign  exchange  -  absence  allowed  1+150.1 
Former  permanent  or  probationary  teachers 

employed  as  substitutes  1+122 

re -employment  of  1+112 

reinstatement  of  within  39  months  4112 

Full-time  position,  probationary  1+111+ 

Gifts,  receipt  of  1320 

violations  1+132 

Heads  of  departments,  Senior  High  School  2230,2233 
Acting  heads,  assistant  head  counselors, Jr. -Sr. High  2231,6131.2 

Health  certificate  1+llU 

Hearing 

charges  for  dismissal,   probationary  1+119,4119.1 

"            "              "              permanent  1+115,1+119.1 

complaints  against  1330 
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Holy  days  -  excused  absence  P  4157 

Hours  of  service 

school  day  6112 

required  6ll3 
assigned  duties                          6l31,6l31.1,6l31.2 
supervision  of  students                        4130  ,6123 

Immediate  family 

illness  in,  leave  for  4150 

death  in,  absence  for  4156 

Immoral  conduct,  dismissal  for  4119.1 

Incompetency,  dismissal  for  4119-1 

Increment,  salary  2138 

Information  re  students 

exceptions  for  giving  5140.1 

In-service  training  2138,4131 

Instruction     Article  6,  Series  6000 

Instructional  organization  6134,6120 

Instructional  Division,  transfer  and  appointment  to  4115 

Interruptions,  class  6129 

Interviews  for  selection  of  4111 

Leaves    (see  INDEX  for  LEAVES  OF  ABSENCE,  CERTIFICATED) 

Long-term  substitutes  2136,  4112,  4ll6,  4117 

Lunch  period,  duty-free  6113 

Marital  status,  no  bearing  on  eligibility  4lll 

Messenger  or  monitor  work,  use  of  students  for  513& 
Mileage,  official 

reimbursement  for  auto  travel  4l33«l 

Minimum  days  of  service,  probationary  teachers  4ll6 

"    school  day  6112 

Moral  turpitude,  crime  involving  -  dismissal  for  4119-1 

Names  and  addresses,  change  of  4130 

National  origin,  no  bearing  on  eligibility  4lll 

Opportunity  classes,  elementary  2122 

Order,  teacher  responsibility  for  4130 
■  Organizations,  employee 

policy  of  Board  4135 

distribution  of  material  4135.1 

names  and  addresses  furnished  4135.1 
Outside  activities 

during  school  hours  4130. 1 
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TEACHERS  -  Continued 

Parents,  pupil  progress  report  to  P  6123 

Part-time  position  4ll4 

Patriotism  -  program  6122 

Permanent  certificated  employee  4110 

"  "  "    child  care  centers  4110.1 

Personal  matters,  handling  during  school  hours  4130.1 
Personnel,  certificated   Article  4   Series  4000 

Philosophy  of  Education  6121 

Physical  examination  -  on  transfer  or  appointment  4ll4 

Pledge  of  Allegiance  6122 

Political  activity  4136 

Practice  teachers  4123 
Preferred  eligibility  lists                        4112, 4121 
Preparation  period  -  junior,  senior  high  schools     6131.1,6131.2 
Probationary 

classification  of  4ll6 

credit  for  substitute  service  4ll6 

dismissal  4119.1 
evaluation  reports,  part-time,  full-time           2136,4117 

leaves  of  absence  not  granted  to  4150 

minimum  days  of  service  4ll6 

permanent  tenure  -  when  entitled  to  4ll6 

re-employment  of  former  probationary  teachers  4112 

Child  Care  -  see  INDEX  for  CHILD  CARE  EMPLOYEES 

Productions  by  -  regulations;  use  of  4132 

Professional  growth 

in-service  program  4131 

leave  for  4150 

Professional  library  2142 

Professional  meetings  -  leaves  for  4150 

Promotions 

application;  merit  4131.1 

in-service  program  4131 

Publications  -  limitations;  use  of;  royalties  4132 

Publications,  school 

assignment  of  teacher  time  6131.2 

Pupil-teacher  ratio  6131,6310 

coordinators,  work  experience  program  6133 


Quarantine,  absence  for  4151 

Questionnaires 

special  policy  of  Board  2410 
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Temporary  4ll6, 4119-1 
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X-ray  -  absence  for  chest  examination  4ll4 
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TRIAL,  SCHOOL  DISTRICT  EMPLOYEE  1330 
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Non- certificated  employee  4214 

Child  Care  Center  employee  4ll4.1 

TUTORING  FOR  PAY  (4134 
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UNITED  CRUSADE  1423 

UNITED  STATES  ARMED  SERVICES  1120 

Senior  high  graduates  names  and  addresses  furnished  to      5140.1 
UNITED  STATES  MERCHANT  MARINE 

leave  for  service  in 
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VETERANS  ADMINISTRATION  2123 
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eligibility  512I+.I 
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WELFARE,  STUDENTS  511+0 

teacher  responsibility  for  6123 

child  care  centers  6123.1 

WILFUL  DAMAGE,  SCHOOL  PROPERTY 

authorization  to  collect  for;  when  Police  Department  notified  3520 

WORK  EXPERIENCE  (k-k   PROGRAM),  STUDENTS  612^.2 

Christmas  season  612^.3 

Coordination  of  program  6133 

WCRK  ORDERS,  inter -departmental  3310 
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BOARD   OF  EDUCATION 


POLICY  MANUAL 


FOREWORD 


The  purpose  of  this  policy  manual  is  to  provide  a 
practical  instrument  of  government  for  the  schools.   It  reflects 
the  ideas  of  those  who  serve  the  school  system,  and  it  is  con- 
sistent with  school  law.  Furthermore,  it  embodies  principals 
and  procedures  supported  by  scientific  study  and  sound  educational 
experience.   Such  sound  principles  and  procedures  of  educational 
management  include  the  following: 

1.  It  is  the  function  of  this  policy  manual  to 
assemble  the  basic  policies  of  the  Board  of  Education  for  the 
management  of  the  schools  of  the  district.   The  aim  of  all  school 
law  and  of  these  policies  is  to  facilitate  instruction. 

2.  This  material  will  constitute  the  bylaws  or  the 
parliamentary  procedure  for  the  actual  operation  and  conduct  of 
the  Board  organization  and  meetings. 

3.  California  school  law  provides  for  considerable 
local  initiative  in  organizing  and  administrating  schools  to  meet 
the  needs  of  the  community.   Within  the  limits  set  by  state  law 
it  becomes  the  duty  of  the  San  Francisco  Board  of  Education  to 
establish  policies  for  the  conduct  of  the  public  schools  of 

San  Francisco.   These  policies  for  the  management  of  the  schools 
are  determined  by  the  educational  needs  of  the  community,  the 
laws  of  learning,  human  relationships,  and  local  resources. 

h.     As  instruments  of  government,  Board  policies 
restrict  action  and  protect  rights.   They  must  define  and  estab- 
lish authority.   However,  it  should  be  noted  that  school  work 
more  often  needs  the  support  of  knowledge  and  understanding  than 
of  authority  to  guide  its  actions. 

5.   Properties,  business,  finance,  administration, 
supervision,  research,  and  guidance  are  but  means  and  methods. 
The  care  and  instruction  of  children  are  the  ends.  Because  of 
the  unified  nature  of  educational  service,  no  one  of  these 
functions  is  independent  of  the  others,  nor  are  those  engaged 
in  any  one  of  these  activities  more  or  less  important  than  any 
others.   Rather,  the  value  of  each  person  or  group  in  the  system 
depends  on  the  cooperation,  the  intelligence,  and  the  willingness 
with  which  that  person  or  group  serves  the  total  unified  system. 
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FOREWORD  (continued) 

6.  Sound  policies  seek  to  make  authority  responsible  by 
establishing  purposes,  by  defining  functions,  by  setting  up  programs, 
by  outlining  procedures,  and  by  delegating  authority  to  offices  or 
to  positions  and  not  to  persons. 

7-   It  is  the  purpose  of  this  manual  to  employ  the  prin- 
cipal of  government  by  law  and  to  limit  government  by  man.   To  this 
end  the  policies  provide  a  general  set  of  specifications  for  operat- 
ing the  schools. 

8.  Unity  of  effort  cannot  be  effected  by  use  of  authority 
alone,  nor  even  by  authority  backed  by  goodwill.   In  addition  to 
authority  and  goodwill  there  must  be  a  common  purpose  and  a  common 
and  clear  understanding.   Therefore,  it  is  the  purpose  of  this  manual 
to  provide  not  only  a  source  of  authority,  but  also  a  source  of 
information  and  viewpoints.   The  policies  include  information  as  to 
purpose,  plan,  and  method  in  all  the  school  services. 

9.  Responsible  authority  continuously  functions  upon  the 
basis  of  knowledge.   In  a  manual  establishing  organization  and 
authority,  it  is  important  to  facilitate  the  ready  flow  of  informa- 
tion throughout  the  organization. 

10.   To  be  workable,  a  policy  manual  not  only  must  be  sound 
in  all  the  above  respects,  but  also  must  take  account  of  the  special 
ends  the  policies  are  to  serve,  the  types  of  people  who  are  to  use 
these  policies,  and  the  practical  circumstances  under  which  they 
must  be  used.  For  these  reasons,  policies  are  brief  and  contain 
no  legalistic  phrasing,  related  matters  are  together,  familiar 
titles  are  used  for  articles  and  sections,  and  an  adequate  system 
of  reference  is  provided  through  an  index.   Only  those  policies 
have  been  included  which  are  broad  enough  to  cover  a  variety  of 
cases  and  which  embody  principles  that  will  have  a  fair  degree  of 
permanence . 
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GENERAL  DECLARATIONS  AND  POLICIES  AFFECTING  THE 
ADMINISTRATION  OF  THE  SAN  FRANCISCO  SCHOOL  SYSTEM 


1.  The  Board  of  Education  recognizes  the  California 
Constitution  and  Education  Code,  the  California  State  Board  of 
Education  Regulations,  and  the  Charter  of  the  City  and  County 
of  San  Francisco  as  sources  of  its  authority  to  establish  and 
conduct  a  program  of  education  within  the  San  Francisco  Unified 
School  District,  and  anything  contained  herein  which  is  incon- 
sistent with  these  sources  shall  be  void. 

2.  The  policies  are  designed,  first,  to  express  the 
Board's  interpretation  of  its  duties  under  the  law,  and  second, 
to  provide  its  officers  and  employees  with  an  authoritative  plan 
of  organization  and  procedures  as  the  chief  instrument  of  con- 
trol for  the  conduct  of  the  schools. 

3.  Section  13^  of  the  San  Francisco  City  and  County 
Charter,  reads  as  follows : 

"SCHOOLS  -  Board  of  Education. 

All  of  the  public  schools  of  the  school  district 
of  the  city  and  county  shall  be  under  the  control  and 
management  of  a  board  of  education,  composed  of  seven 
commissioners,  who  shall  be  nominated  by  the  mayor 
and  be  subject  to  confirmation  or  rejection  by  vote 
of  the  electors  as  in  this  section  provided,  and  who 
shall  be  subject  to  recall,  and  to  suspensions  and 
removal  in  the  same  manner  as  elective  officers,  as 
provided  by  this  charter.   The  term  of  each  member 
•  shall  be  five  years,  commencing  on  the  8th  day  of 
January  following  their  respective  nominations,  pro- 
vided that  each  such  five-year  term  shall  begin  at 
the  expiration  of  the  respective  terms  of  members 
as  existing  at  the  time  this  charter  shall  go  into 
effect.   The  compensation  of  each  member  shall  be 
one  hundred  dollars  ($100)  per  month.  *  *  *" 
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ORGANIZATION  OF  THE  BOARD 

Organization  of  the  Board  shall  be  established  at  its 
first  meeting  on  or  after  January  8  and  shall  remain  in  effect 
for  one  year  and  until  a  new  organization  is  effected. 

Officers  of  the  Board  shall  consist  of  a  President 
and  Vice  President,  and  their  election  shall  be  by  Aye  or  No 
vote.   It  shall  be  the  policy  of  the  Board  to  rotate  the  presi- 
dency and  vice  presidency. 

Any  officer  of  the  Board  may  be  removed  from  office 
by  a  majority  vote  of  the  membership  of  the  Board. 
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COMMITTEES 

The  President  of  the  Board  of  Education  shall  appoint 
the  chairmen  and  members  of  all  standing  committees.  Special 
committees  of  the  Board  may  be  appointed  by  the  President  or 
chosen  by  vote  of  the  Board  as  needed.   The  functions  of  all 
such  committees  shall  be  fact  finding,  deliberative  and  advisory, 
but  never  legislative  or  administrative.  All  such  committees 
shall  advise  with  the  Superintendent  and  report  to  the  Board  of 
Education.   The  Superintendent  shall  be  an  ex-officio  member  of 
all  such  committees  except  where  his  tenure  or  salary  is  under 
discussion.   The  President  of  the  Board  shall  be  ex-officio 
member  of  all  such  committees. 

1.  Committee  of  the  Whole.  All  members  of  the  Board 
of  Education  shall  be  members  of  the  Committee 

of  the  Whole.   This  committee  shall  have  power 
to  consider  and  report  upon  any  matters  which 
require  committee  attention  and  action  and  with- 
out reference  to  any  other  standing  or  special 
committee  of  the  Board.   It  may  also  consider 
reports  from  other  committees  of  the  Board. 

2.  Standing  Committees.  The  following  Standing 
Committees  of  the  Board  shall  be  appointed: 

a.  Curriculum  (to  include  Discipline  and  Delinquency) 

b.  Buildings  and  Grounds 

c.  Committee  of  the  Whole 

(1)  Budget 

(2)  Finance 

(3)  Salaries 

Each  of  the  above  committees  (with  the  exception  of  "c") 
shall  consist  of  three  members  of  the  Board. 

Meetings  of  Standing  Committees  of  the  Board,  including 
Committee  of  the  Whole,  may  be  called  at  any  time  by  the  chairman 
or  upon  written  demand  of  two  members  of  the  committee. 

Meetings  of  the  committees  shall  be  given  public  notice 
and  shall  be  open  to  the  public  under  the  same  conditions  as 
required  by  law  for  meetings  of  the  Board. 

The  President  of  the  Board  and  the  Superintendent  of 
Schools  are  members  ex-officio  of  all  committees  without  the 
right  to  vote. 

(continued) 
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Committees   (continued) 

Committees  shall  consider  matters  which  have  been 
referred  to  them  by  the  Board  or  which  have  been  decided  upon 
by  a  majority  of  the  committee.   In  the  latter  case,  the  Board 
shall  then  be  notified  of  the  proposed  study  which  shall  be 
approved  by  the  Board. 

Committee  reports  shall  be  submitted  in  writing  and 
shall  be  included  in  the  Board  material  for  the  meeting  at 
which  they  will  be  acted  upon. 

Committee  requests  for  special  reports  shall  be 
made  through  the  Superintendent. 

An  adequate  record  of  the  committee  meetings  will 
be  provided. 
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DUTIES  OF  THE  BOARD 

The  Board  of  Education  shall  have  the  powers  and 
duties  as  conferred  by  the  general  laws  of  the  State  and  the 
Charter  of  the  City  and  County  of  San  Francisco. 

1.  Duties  of  the  President.  It  shall  be  the 
duty  of  the  President  to  preside  at  all 
meetings  of  the  Board,  to  appoint  the 
chairmen  and  all  members  of  the  standing 
committees,  and  to  perform  such  other 
special  duties  as  the  law  may  require  or 
the  Board  order. 

2.  Duties  of  the  Vice  President.   It  shall  be 
the  duty  of  the  Vice  President  to  perform 
all  the  duties  of  the  President  in  case  of 
absence  or  incapacity  of  that  officer. 

3»  Duties  of  the  Secretary.   The  Superintendent 
shall  serve  ex-officio  as  Secretary  of  the 
Board.  He  shall  conduct  the  official 
correspondence  of  the  Board  of  Education. 
He  shall  act  as  custodian  of  the  records  of 
the  Board  of  Education.  He  shall  notify 
all  members  of  special  meetings  and  shall 
furnish  such  other  notices  as  required  by 
law  or  by  Board  regulation. 
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MEETINGS 
The  order  of  Board  business  shall  be  as  follows: 

a.  Roll  call 

b.  Approval  of  Board  Minutes 

c.  Business  calendar 

d.  Unfinished  business 

e.  Superintendent's  reports,  recommendations, 

and  correspondence 

f .  Legal  Adviser's  reports 

g.  New  business 

1.  Preparation  for  Meetings .   The  agenda  for  Board  of 
Education  meetings  is  delivered  to  Board  members  on  the  Friday 
before  the  Tuesday  meeting.   Communications  and  requisitions 
for  action  by  the  Board  are  to  be  in  the  hands  of  the  Secretary 
by  the  Thursday  before  the  Tuesday  meeting.   However,  requisi- 
tions requiring  Board  action  which  arrive  after  Thursday  but 
which  must  be  acted  upon  by  the  Board  on  the  basis  of  emergency 
may  be  placed  by  the  Secretary  on  the  final  calendar  issued  the 
day  of  the  meeting. 

2.  Procedures  and  Order  of  Business  and  Records .   In  the 
conduct  of  its  business,  the  procedure  of  the  Board  will  be 
governed  by  the  policies  set  forth  in  this  manual,  or  if  not 
covered  thereby,  then  by  Robert's  Rules  of  Order. 

The  vote,  by  Ayes  and  Noes,  shall  be  taken  and  recorded 
when  demanded  by  any  member,  and  it  shall  be  taken  and  recorded 
on  all  questions  concerning  elections,  appointments,  or  the 
expenditure  of  money. 

3.  Adoption  of  Policies,  Bylaws  and  Regulations .  Any 
policy  or  regulation  adopted  by  the  Board  may  be  amended  or 
repealed  by  an  affirmative  vote  of  four  members  at  any  meeting, 
providing  notice  of  said  intended  action  has  been  given  at  a 
previous  meeting. 

k.     Recording  Minutes  of  Meetings .  As  records  of  Board 
actions  at  meetings,  the  minutes  shall  contain  only  resolutions 
and  ultimate  actions  of  the  Board,  but  if  any  Commissioner 
desires  to  have  any  additional  matter  included,  he  must  submit 
a  written  statement  with  a  request  that  it  be  included  in  the 
minutes.   There  shall  also  be  a  transcription  of  the  entire 
proceedings  by  a  competent  reporter. 

Records  of  all  business  transacted  and  of  all  policies 
and  regulations  or  other  controls  enacted  by  the  Board  shall  be 
set  forth  in  full  in  the  official  Minute  Book  of  the  Board, 

(continued) 
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Meetings   (continued) 

which  shall  be  the  official  public  record  of  Board  actions. 
In  addition  to  the  Minute  Book  there  shall  be  maintained  a 
well-organized  and  indexed  actions  history. 

Records  of  proceedings  of  the  Board  of  Education 
of  interest  to  members  of  the  teaching  staff  shall  be  published 
in  the  weekly  Public  Schools  Bulletin  compiled  by  the  Superin- 
tendent of  Schools. 

5.  Regular  Meetings  of  the  Board .  Meetings  shall  be 
held  on  the  first  and  third  Tuesdays  of  each  month,  commencing 
at  7:30  P.M.,  at  the  regular  meeting  place  of  the  Board  of 
Education. 

6.  Special  Meetings  of  the  Board .  Such  meetings  may 
be  held  on  call  of  the  President  of  the  Board,  or  must  be 
held  when  ordered  by  vote  of  the  Board]  such  meetings  can  be 
called  only  by  advance  notice  in  writing  as'  by  law  provided, 
unless  this  requirement  is  waived  by  consent  of  members; 
notice  of  special  meetings  must  state  the  purpose  for  which 
the  meeting  is  to  be  held;  and  only  such  business  as  is 
indicated  in  the  notice  can  be  transacted  at  that  special 
meeting. 

7.  Meetings  Open  to  Public.  All  official  meetings  of 
the  Board,  regular  or  special,  including  committees,  shall  be 
open  to  the  public  as  by  law  provided. 

8.  Quorum.  A  quorum  for  the  conduct  of  the  Board 
business  shall  consist  of  four  members;  when  less  than  a 
quorum  is  present,  an  adjourned  meeting  may  be  arranged  for 
as  those  present  may  determine,  due  notices  of  which  will  be 
given  to  all  members. 

9.  ^Granting  Privilege  of  the  Floor .  A  person  desiring 
to  speak  shall  first  request  and  be  granted  recognition  from 
the  Chair;  such  person  shall  give  his  name  and  the  organization 
that  he  represents,  if  any,  and  the  subject  matter  upon  which 
he  desires  to  speak. 

At  the  completion  of  the  Board  calendar  the  Chair 
will  afford  a  reasonable  opportunity  for  persons  to  address 
the  Board  on  subjects  which  may  not  have  been  placed  on  the 
calendar  for  that  meeting. 

^Adopted  Bd.  of  Ed.  10-10-61 
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FORMULATION  OF  POLICIES 

1.  Powers  and  Duties  of  Board .   In  conformity  with 
its  interpretation  of  its  powers  and  duties  under  the  law,  the 
Board  of  Education  assumes  full  responsibility  for  the  general 
control  and  direction  of  the  schools  of  the  district. 

In  order  to  carry  out  its  responsibility  for 
general  control  and  direction  of  the  schools,  it  will  be  the 
purpose  and  practice  of  the  Board  to  function  as  follows: 

a.  Determine  broad  general  policies,  plans, 
and  procedures  to  guide  its  officers  and 
employees. 

b.  Establish  and  keep  under  continuous  revis- 
ion an  administrative  framework  by  which 
authority  and  responsibility  for  services 
will  be  defined  and  by  which  the  residence 
and  flow  of  authority  will  be  determined. 

c.  Deliberate  with  its  chief  executive  officer 
upon  matters  initiated  by  its  own  members 
and  grant  or  withhold  its  approval  of  pro- 
posals brought  before  it  by  its  executive 
officer  by  application  of  the  principle  of 
pre -audit. 

d.  Evaluate  and  criticise,  and  by  veto, 
correct  and  revise  policies  and  actions 
as  need  may  arise. 

2.  Functions  and  Services.   In  its  exercise  of 
control  and  direction  over  the  school  system,  and  in  conformity 
with  the  principles  of  sound  government,  the  Board  recognizes 
the  following  services  or  functions  within  the  school  system: 

a.  Legislative  service  -  to  be  performed  by 
the  Board  with  the  aid  of  its  chief  exec- 
utive, the  Superintendent  of  Schools. 

b.  Administrative  service  -  to  be  performed 
by  executives  throughout  the  system  and 
unified  under  the  Superintendent  of  Schools. 

(continued) 
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Functions  and  Services   (continued) 

c.  Instructional  service  -  to  be  performed  by 
teachers,  supervisors,  student  personnel 
workers,  librarians,  and  curriculum  workers, 
supported  by  administrative  and  other  certif- 
icated employees  and  their  assistants. 

d.  Fact  finding,  interpretation  and  planning 
service  -  to  be  performed  by  research  workers 
and  as  a  phase  of  their  work  by  each  and  all 
who  are  engaged  to  serve  in  the  school  system. 

e.  Legal  service  -  to  be  performed  by  the 
Legal  Adviser. 

f .  Operating  and  maintenance  service  -  to  be 
performed  by  a  business  staff  including 
engineers,  technicians,  accountants,  and 
others  under  the  direction  of  the  Superin- 
tendent . 

g.  Secretarial  and  clerical  service  to  be  per- 
formed by  secretaries,  clerks,  accountants, 
and  others  under  the  direction  of  their 
respective  administrative  superiors. 

3-   Control  and  Direction.   In  the  performance  of 
these  several  types  of  service  the  Board  recognizes  the  need 
of  two  types  of  control  and  directing  activity,  the  one, 
impersonal  and  objective  and  effected  through  laws,  regulations 
and  authorizations;  the  other,  personal  and  discretionary  and 
effected  through  officers  and  employees  to  whom  authority  may 
be  delegated  by  the  Board  through  its  authorizations  and  regu- 
lations or  by  the  Superintendent  of  Schools. 

Control  by  law  will  be  effected  through  state 
laws  and  regulations  and  through  Board  policies,  regulations, 
resolutions,  decisions,  and  enactments,  and  may  be  in  the  form 
of  written  words  or  in  the  nature  of  charts,  calendars,  sched- 
ules, forms,  maps  or  diagrams;  all  such  authorizations  by  law, 
whether  general  or  special,  shall  stand  as  authority  under  the 
Board  of  Education  until  changed  or  until  they  expire  or  are 
repealed. 

By  state  law  and  regulations,  authority  and 
responsibility  for  the  conduct  of  the  schools  of  this  district 
are  vested  in  the  Board  of  Education.   The  authority  and  res- 
ponsibility are  accepted  and  assumed  by  the  Board. 

(continued) 
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Control  and  Direction  (continued) 

The  Board  purposes  to  exercise  general  control 
over  the  school  system  by  the  establishment  of  policies,  plans, 
programs  and  procedures;  by  enacting  such  special  instruments 
of  control  as  may  be  required;  by  enacting  such  continuous 
legislation  as  is  necessary  in  the  conduct  of  these  schools; 
and  by  evaluating  the  effectiveness  of  its  acts,  policies, 
officers  and  employees. 

The  Board  shall  establish  and  enforce  all  policies 
necessary  for  the  government  and  efficiency  of  the  schools  and 
for  carrying  the  school  program  into  effect. 
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FORMULATION  OF  ADMINISTRATIVE  REGULATIONS 

The  Superintendent  shall  have  the  power  to  make  such 
regulations  and  to  give  such  instructions  as  may  be  necessary 
to  give  effect  to  this  manual  and  to  any  other  regulatory 
instruments  authorized  by  the  Board;  in  all  other  matters  with- 
in the  school  law  and  not  provided  for  in  Board  policies  or 
through  administrative  regulations  or  instructions,  he  shall 
have  discretionary  power. 

The  Superintendent  shall  prepare  and  direct  the  use 
of  such  special  regulations  or  instructions  as  may  be  required 
to  make  the  Board's  policies  effective  in  the  management  of 
the  schools.  Such  special  administrative  regulations  and 
instructions  shall  be  used  to  govern  custodial  service,  school 
publications  and  publicity,  preparation  of  budget  estimates, 
and  other  matters  as  the  Superintendent  may  decide. 
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CHIEF  ADMINISTRATOR  AND  APPOINTMENT 

The  Board  accepts  and  establishes  the  office  of 
Superintendent  of  Schools  as  that  of  chief  executive  officer 
of  the  Board,  and  delegates  to  this  office  all  administrative 
authority  within  its  power,  except  that  having  to  do  with  the 
Superintendent's  own  appointment  or  dismissal,  or  as  otherwise 
especially  provided  in  this  manual.   This  delegation  of  author- 
ity carries  with  it  the  responsibility  for  the  proper  use  of 
such  authority. 

ADMINISTRATIVE  COUNCIL 

The  Superintendent  shall  have  the  authority  to  main- 
tain and  use  an  administrative  council  composed  of  the 
President  of  City  College,  the  Assistant  Superintendents,  the 
Coordinators  of  Child  Welfare,  Personnel,  Curriculum  Develop- 
ment, and  Adult  Education,  the  Legal  Adviser,  the  Chief  of  the 
Division  of  Fiscal  Control,  and  such  other  personnel  as  the 
Superintendent  may  appoint.   The  purpose  of  the  council  shall 
be  to  discuss  critically  ideas  related  to  the  welfare  of  the 
schools,  to  help  solve  problems  of  authority  and  responsibility, 
to  coordinate  the  activities  of  the  entire  school  system,  and 
to  develop  over-all  and  long  term  plans  for  the  schools. 

RESPONSIBILITY  OF  CHIEF  ADMINISTRATOR 

All  official  information  concerning  the  public  schools 
shall  be  issued  by  the  Superintendent  of  Schools. 

The  Superintendent  shall  represent  the  schools  before 
the  public  and  it  shall  be  his  duty  to  see  not  only  that  the 
public  understands  its  schools,  but  also  that  the  schools  under- 
stand the  public,  all  to  the  end  that  a  sound  morale  may  be 
developed  and  maintained  within  the  staff  and  that  the  schools 
may  be  kept  close  to  the  people  who  use  and  support  them. 
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ORGANIZATION  AND  OPERATION  OF  SCHOOL  SYSTEM 

1.  Purpose  and  Mature  of  Organization.   The  purpose 
of  organization  is  to  define  and  arrange  the  responsibilities 
of  employees  for  the  performance  of  a  unified  school  service 
and  to  assign  and  provide  for  the  residence,  use,  and  flow  of 
the  authority  essential  to  the  proper  performance  of  duties 
assigned;  the  authority  of  any  position  created  by  the  Board 
of  Education  shall  be  regarded  as  limited  and  specific  with 
reference  to  the  proper  performance  of  the  duties  of  that 
position;  and  no  authority  shall  be  granted  to  any  individual 
as  a  person,  but  only  to  the  officer  or  employee  as  a  public 
servant. 

The  school  staff  shall  be  a  single  unified  body, 
organized  under  the  policies  of  the  Board  of  Education  and 
directed  by  the  Superintendent  of  Schools  as  the  executive 
officer  of  the  Board  of  Education. 

Organization  of  the  staff  shall  be  arranged  on 
a  functional  basis  according  to  education  need  and  practical 
circumstances,  but  assignment  to  duties  that  cross  functional 
lines  shall  in  all  cases  carry  responsibility  for  full  recog- 
nition of  such  lines  in  the  performance  of  duties. 

The  placement  and  flow  of  authority  as  indicated 
in  the  ^organization  chart  as  here  set  forth,  or  as  it  may  be 
revised,  shall  be  interpreted  in  the  light  of  this  manual. 

2.  Major  Administrative  Divisions  of  the  School 
System.   Under  the  administrative  direction  of  the  Superinten- 
dent the  school  system  shall  be  divided  for  operational  purposes 
into  two  major  departments  to  be  known  respectively  as  the 
department  of  instruction  and  the  department  of  business. 

a.   The  department  of  instruction  shall  comprise 
all  personnel,  materials,  and  activities 
directly  concerned  with  the  care  and  instruc- 
tion of  those  eligible  to  receive  instruction 
in  the  public  schools;  its  functions  shall  be 
to  develop  and  present  for  Board  action  such 
policies,  plans,  programs,  and  procedures  as 
may  be  essential  in  the  conduct  of  the  educa- 
tional service  and  to  carry  on  all  the  admin- 
istrative, supervisory,  teaching,  health  care, 
and  other  services  essential  to  instruction. 

*See  2301  (continued) 
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b.   The  department  of  business  shall  be  in  charge 
of  properties  and  of  business  activities  and 
records ,  together  with  their  development,  care 
and  operation;  the  conduct  of  the  school  busi- 
ness shall  be  guided  by  laws,  by  principles  of 
economy,  and  by  the  educational  policies, 
plans,  and  working  procedures  of  the  department 
of  instruction. 

3-   Line  of  Responsibility.   The  administrative  personnel, 
authority,  and  services  concerned  with  the  school  system  as  a 
whole  or  with  one  or  more  of  its  major  divisions  of  service  shall 
be  known  and  referred  to  as  .the  Central  Administration  of  the 
school  system. 

The  function  of  the  Central  Administration  shall 
be  to  plan  for  and  control,  coordinate,  supervise,  and  direct 
the  school  system  as  a  unified  enterprise  in  terms  of  purposes, 
policies,  plans,  procedures,  and  programs  authorized  by  the 
Board  of  Education. 

The  Central  Administration  staff  shall  include  the 
Superintendent  of  Schools  as  its  administrative  head,  all 
assistant  superintendents,  coordinators,  directors  of  special 
divisions  or  services,  supervisors  covering  more  than  one  school, 
legal  adviser  to  the  Board  and  Superintendent,  together  with  such 
technical,  secretarial  and  clerical  assistants  as  may  be  required 
by  these  officers. 

The  Superintendent  of  Schools  shall  direct  the 
Central  Administration  and  through  it  exercise  general  control 
and  oversight  over  the  school  system  in  all  its  parts.   This 
supervision  shall  not  prohibit  the  right  of  appeal  to  the 
Board  of  Education  by  any  employee  or  other  person  or  group  of 
persons . 

a.   Organization,  Direction,  and  Function  of 
Department  of  Instruction.   The  department 
of  instruction  shall  be  organized  into  six 
major  units  to  be  designated  as  divisions, 
as  follows :  Elementary'  School  Division, 
Junior  High  School  Division,  Senior  High 
School  Division,  City  College  Division 
(junior  College),  Vocational  and  Adult 
Division,  and  Division  of  Special  Services. 

(continued) 
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b.  Functions  and  Organization  of  Department  of 
Business.   The  business  service  of  the  dis- 
trict shall  include  all  activities  pertaining 
to  the  development,  acquisition,  operation, 
alteration,  maintenance,  and  disposition  of 
school  properties;  the  purchase,  storage, 
care,  and  distribution  of  materials,  supplies, 
and  equipment;  the  maintenance  of  financial 
accounts,  the  care  of  contracts  and  other 
business  papers,  and,  the  preparation  and  care 
of  property  records;  the  preparation  of  such 
reports  as  may  be  required;  and  the  enforce- 
ment of  laws  and  Board  policies  affecting  the 
property  rights  and  obligations  of  the 
district. 

The  department  of  business  shall  be  organized 
into  two  units  to  be  designated  as  divisions. 
These  divisions  shall  be  designated  as  the 
division  of  fiscal  control  and  the  division 
of  physical  properties.   The  Board  recognizes 
that  the  business  department  must  be  planned 
and  operated  to  aid  and  facilitate  the  instruc- 
tional program  and  should  be  considered  a  part 
of  the  instructional  program  of  the  school 
system.   In  the  conduct  of  the  department, 
sound  business  procedure  shall  be  observed  at 
all  times.   It  shall  be  the  responsibility  of 
all  personnel  assigned  to  the  business  depart- 
ment, both  certificated  and  classified,  to 
develop  and  maintain  efficient  operative  rela- 
tionship with  all  divisions  of  the  instructional 
department . 

Under  these  policies,  together  with  any  special 
administrative  regulations  and  instructions, 
the  Assistant  Superintendent  in  charge  of  Physical 
Properties  and  the  Chief,  Division  of  Fiscal 
Control,  under  the  direction  of  the  Superintendent 
shall  be  in  general  administrative  charge  of  all 
business  services  of  the  school  district,  and 
both  shall  serve  as  members  of  the  Superinten- 
dent's council. 

(continued) 
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c.  The  Division  of  Physical  Properties.   In  carry- 
ing out  the  school  district  program  of  the 
Division  of  Physical  Properties,  the  services 
of  the  City  Architect,  Director  of  Property, 
Director  of  Public  Works  and  the  Purchaser  of 
Supplies  of  the  City  and  County  of  San  Francisco 
shall  be  utilized.   In  such  capacities,  these 
heads  of  the  several  city  and  county  departments 
shall  serve  as  agents  for  the  school  district. 
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P  1111 
ARTICLE  1  -  COMMUNITY  RELATIONS 

P  1110    DISTRIBUTING  AND  POSTING  OF  MATERIALS  IN  THE  SCHOOLS 

Materials  originating  from  outside  sources  shall  bear 
the  official  "Approved  for  Posting"  stamp  of  the  Superintendent. 
The  applicant  must  submit  poster  materials  and  related  details 
to  the  Chairman  of  the  Superintendent's  Posting  Committee  for 
consideration.   Take-home  materials  originating  from  outside 
sources  and  not  under  the  direct  control  of  the  schools  shall  be 
submitted  under  the  same  procedures  applicable  to  posters,  and 
shall  not  be  in  violation  of  Sections  8^53-8^5^  of  the  State 
•Education  Code. 


P  1111    ADVERTISEMENTS  AND  PUBLICATIONS 

No  advertisement  shall  be  read,  distributed,  or 
posted  in  the  schools  or  on  the  school  premises  unless  author- 
ized in  the  Course  of  Study  or  by  the  Superintendent.   No 
advertisement  which  is  in  any  way  detrimental  to  the  interests 
and  welfare  of  the  public  schools  shall  be  inserted  in  any 
school  publication. 

No  solicitor  shall  be  permitted  to  offer  anything  for 
sale  in  any  school. 

In  no  event  shall  there  be  read,  distributed,  or 
posted  in  the  schools  any  advertisement  to  be  called  to  the 
attention  of  public  school  pupils  concerning  any  course  of  study 
of  any  school  other  than  one  under  the  jurisdiction  of  the  State 
or  local  Board  of  Education,  or  accredited  teacher-training 
institutions . 
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Policy  Manual 

ARTICLE  1  -  COMMUNITY  RELATIONS 


P  1120 


LISTS  OF  NAMES  AND  ATDRESSES  OF  PUPILS 

Such  lists  shall  not  be  furnished  except  that  names  and 
addresses  of  senior  high  school  graduating  students  shall  be 
furnished  upon  request  of  a  branch  of  the  United  States  Armed 
Services .   upon  the  condition  that  said  Armed  Services  specifically 
agree  to  use  said  lists  for  mailing  only  in  connection  with  the 
dissemination  of  information  concerning  opportunities  offered  to 
students  for  military  service. 
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Policy  Manual  p  1210 

ARTICLE  1  -  COMMUNITY  RELATIONS 

PARENT-TEACHER  ASSOCIATION  AND  MOTHERS'  CLUBS 

The  Board  of  Education  authorizes  the  Parent -Teacher 
Association  or  the  Mothers'  Club  organization  in  the  schools  to 
put  on  an  activity  of  its  choosing  for  the  benefit  of  the  organ- 
izations during  the  school  year;  an  admission  fee  may  be  charged 
to  adults  only.   Such  activity  may  be  given  during  school  hours 
upon  the  approval  of  the  principal.   All  proceeds  of  the  activity 
are  to  be  distributed  through  the  Second  District  California 
Congress  of  Parent-Teachers  or  the  Mothers'  Club  organization 
for  public  school  philanthropy. 

The  principal  of  the  school  is  authorized  to  grant 
the  use  of  the  building  to  the  above  organizations  on  a  speci- 
fied number  of  occasions,  upon  the  approval  of  the  Assistant 
Superintendent  of  Physical  Properties. 

(Administrative  Regulations  Manual  R  lUll) 
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ARTICLE  1  -  COMMUNITY  RELATIONS 

CITIZENS*  ADVISORY  COMMITTEES 

The  Superintendent  shall  have  the  authority  to  maintain 
and  use  an  advisory  council  composed  of  representatives  of  the 
schools  and  the  community.   The  purpose  of  the  council  shall  be 
to  present  ideas  and  suggestions  for  the  betterment  of  the  schools, 
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ARTICLE  1  -  COMMUNITY  RELATIONS 

GIFTS  TO  SCHOOL  PERSONNEL 

Pupils  are  prohibited  from  making  gifts  to  or  contribut- 
ing towards  presents  for  teachers  or  other  employees  of  the  public 
schools j  teachers  are  prohibited  from  accepting  presents  or  gifts 
from  pupils . 
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ARTICLE  1  -  COMMUNITY  RELATIONS 

COMPLAINTS  CONCERNING  SCHOOL  PERSONNEL 

Hearing,  Trial,  or  Reprimand  of  Employee .   Complaints 
against  school  district  employees  shall  be  investigated  by  the 
Superintendent  of  Schools  before  they  are  considered  by  the 
Board  of  Education. 
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ARTICLE  1  -  COMMUNITY  RELATIONS 

USE  OF  SCHOOL  FACILITIES  BY  OUTSIDE  GROUPS 

The  Board  of  Education  authorizes  the  use  of  school  facili- 
ties by  outside  groups  in  accordance  with  the  provisions  prescribed 
In  the  Civic  Center  Act  (State  Education  Code  Sections  I6556-I6566) 
and  approves  the  administrative  regulations  controlling  this  use. 
(Administration  Regulations  R  1*4-10 ) 
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ARTICLE  1  -  COMMUNITY  RELATIONS 

USE  OF  SCHOOL  CAFETERIAS 

General  Policy.   The  school  cafeterias  do  not  operate  in 
competition  with  regularly  established  hotels  and  restaurants; 
therefore,  requests  for  service  which  are  regularly  supplied  by 
the  established  channels  of  trade  are  to  be  avoided.   Cafeteria 
dining  area  facilities  (not  including  the  kitchen)  may  be  used  for 
special  functions  by  teacher  and  student  groups  during  school 
hours  upon  the  approval  of  the  principal.   These  groups  are 
restricted  to  the  serving  of  coffee,  tea,  or  milk,  without  the 
necessity  of  supervision  of  regular  cafeteria  employees,  and  are 
not  to  use  the  kitchen.   Kitchen  facilities  in  the  school  cafe- 
terias are  not  to  be  used  by  anyone  without  written  application 
in  duplicate  and  approval  from  the  Supervisor  of  Cafeterias  prior 
to  the  date  of  the  function. 

The  Parent -Teacher  and  Mothers'  Clubs .   These  groups  may 
be  allowed  to  use  the  kitchen  for  preparation  of  coffee  and  tea 
only,  without  the  necessity  of  supervision  of  regular  cafeteria 
employees,  provided  that  written  approval  is  first  obtained  from 
the  Supervisor  of  Cafeterias.   Application  for  use  of  the  kitchen 
is  to  be  made  in  duplicate  to  the  Supervisor  of  Cafeterias. 

Other  Groups .  Whenever  any  group  is  permitted  to  use 
the  kitchen,  except  as  stated  above,  at  least  one  cafeteria  employee 
paid  for  by  the  organization  must  be  on  hand  at  all  times  in  the 
kitchen  to  supervise  and  thus  protect  the  individuals  and  school 
property.   The  number  of  paid  employees  will  depend  on  the  type  of 
service,  number  to  be  served,  and  number  of  volunteer  help.  Any 
group --Students,  Teachers,  P-T.A.,  Mothers'  Clubs,  or  other 
organization- -requesting  and  receiving  service  from  the  cafeteria 
shall  pay  the  cost  of  food,  service,  and  supplies  as  determined 
by  the  Supervisor  of  Cafeterias.  The  kitchens  will  not  be  opened 
for  any  group  on  days  when  school  is  not  in  session,  except  in 
the  case  of  City  College .   No  service  is  to  be  rendered  free  of 
charge . 

Food  Vending  Machines.   No  such  equipment  is  to  be 
installed  in  any  school  by  any  person  or  organization  except  with 
the  written  permission  of  the  Supervisor  of  Cafeterias. 

Provisions  for  Public  Liability  and  Property  Damage .  Any 
individual,  group,  or  organization  using  school  property  as  provid- 
ed under  the  Civic  Center  Act  or  for  other  purposes  shall  hold  the 
San  Francisco  Unified  School  District,  its  governing  Board,  the 
individual  members  thereof,  and  all  district  officers,  agents,  and 
employees  free  and  harmless  from  any  loss,  damage,  liability,  cost, 
or  expense  that  may  arise  during,  or  be  caused  in  any  way  by,  such 
use  or  occupancy  of  school  property.  When  using  school  facilities, 
those  organizations  which  do  not  qualify  under  the  Civic  Center  Act 
shall  be  required  to  furnish  satisfactory  liability  protection  in 
the  sum  of  $100,000/$U00,000. 
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ARTICLE  1  -  COMMUNITY  RELATIONS 

FUND  RAISING,  CAKE  SALES,  FESTIVALS,  ETC., 
DURING  SCHOOL  HOURS 

General  Policy.   Each  school  may  hold  only  one  cake, 
dessert,  popcorn,  or  potato  chip,  etc.,  sale  and  one  festival 
during  each  school  year  for  the  purpose  of  raising  funds  for  the 
Parent-Teachers,  Mothers'  Clubs,  or  other  school  organizations. 
Application  to  hold  cake  sales,  festivals,  or  similar  events, 
must  be  made  in  duplicate  to  the  Supervisor  of  Cafeterias  two 
weeks  in  advance  of  the  date  of  the  function,  stating  the  amount 
and  kind  of  food  to  be  furnished  by  the  cafeteria. 

Cake,  Dessert  and  Similar  Sales .   These  events  may  be 
held  during  the  regular  school  lunch  period  or  after  school. 
Help  is  to  be  provided  by  the  group,  sponsoring  such  sales.  The 
regular  service  and  sales  of  the  cafeteria  are  not  to  be  cur- 
tailed in  any  way. 

Festivals.  These  events  may  be  held  during  the 
regular  school  lunch  period.  The  sponsoring  group  will  be 
required  to  pay  the  Cafeteria  Department  for  all  of  its  labor 
and  fringe  benefits  for  that  day  plus  any  additional  time  for 
labor  for  preparation  before  or  after  the  day  of  the  function, 
and  for  food  and  supplies  obtained  from  the  cafeteria.   Cafe- 
teria sales  will  be  suspended  that  day,  or  the  sponsoring 
group  will  cover  any  financial  loss  experienced  by  the  cafe- 
teria that  day,  as  determined  by  the  Supervisor  of  Cafeterias, 
as  the  result  of  food  or  beverage  sales  at  the  festival  which 
reduce  the  income  of  the  cafeteria. 
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ARTICLE  1  -  COMMUNITY  RELATIONS 

SOLICITING  FUNDS  FROM  STUDENTS 

Class  Pictures  -  Elementary  Schools .   Permission  is  granted 
to  take  class  pictures  in  all  elementary  schools  annually  at  a  time 
designated  by  the  principal.   The  selection  of  the  photographer  shall 
be  at  the  discretion  of  the  principal.   The  photographer  must  assume 
the  responsibility  for  whatever  details  are  involved  in  the  sale  and 
distribution  of  the  pictures. 
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ARTICLE  1  -  COMMUNITY  RELATIONS 

SOLICITING  FUNDS  FROM  STUDENTS 

Contributions .   No  funds  may  be  solicited  from  pupils 
except  as  follows : 

1.  Student  Body  Dues 

2.  United  Crusade  (Community  Chest) 

3.  Infantile  Paralysis  Fund  (March  of  Dimes) 
k.  Junior  Red  Cross 

5.  Pupil  Identification  Tags 

Unless  otherwise  specifically  authorized  by  the  Board  of 
Education,  no  further  funds  may  be  solicited. 

Entertainment  During  School  Hours  -  No  Charge.   It  is 
illegal  for  school  boards  to  permit  pupils  to  be  charged  for  any 
entertainment  put  on  within  the  school  during  school  hours. 
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ARTICLE  1  -  COMMUNITY  RELATIONS 

CHARITy  DRIVES  IN  SCHOOLS 

Permission  is  granted  to  each  senior  high  school  to  conduct 
one  drive  for  charitable  purposes  during  the  Christmas  season,  provided 
that  there  is  no  interruption  of  classroom  activities  in  conducting 
such  a  drive. 


Res.  #111-21A1,  11-21-61 
Approved:  Board  of  Education 
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.ARTICLE  2  -  ADMINISTRATION 

CHIEF  ADMINISTRATOR 

1.  As  chief  executive  of  the  Board  of  Education,  the 
Superintendent  shall  have  as  his  primary  responsibility  the  develop- 
ment and  effective  operation  of  such  curriculums,  special  courses,  and 
activities  as  will  provide  a  complete  and  adequate  system  of  instruc- 
tion for  all  who  attend  the  public  schools  within  this  district;  he 
shall  see  that  the  program  is  maintained  abreast  of  community,  state, 
and  national  needs,  and  in  light  of  scientific  developments  in  educa- 
tion, to  the  end  that  the  children  of  San  Francisco  may  receive  the 
best  possible  education.   To  carry  out  this  program  the  Superintendent 
shall  secure  and  administer  the  best  available  personnel. 

2.  The  Superintendent's  responsibilities  shall  include  the 
administration  of  the  business  department  and  the  securing  of  and 
financing  for  proper  facilities,  such  as  school  plants,  supplies,  and 
equipment. 

3-   The  Superintendent's  contract  shall  be  subject  to  the 
provisions  of  Sections  153^-35-36  of  the  California  Education  Code. 
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.ARTICLE  2  -  .ADMINISTRATION 

LEGAL  ADVISORY  SERVICE 

1.  The  Legal  Adviser  shall  advise  the  Board  of  Education, 
the  Superintendent  of  Schools,  and  employees  of  the  School  District 
on  questions  of  law  affecting  public  school  administration  and 
related  activities.  Upon  request,  he  shall  render  opinions  inter- 
preting statutory  law,  rules  and  regulations  of  the  State  Department 
of  Education  and  of  the  San  Francisco  Unified  School  District. 

2.  In  conjunction  with  the  City  Attorney  he  shall 
represent  the  San  Francisco  Unified  School  District  in  all  litiga- 
tion affecting  the  district.   He  shall  approve  as  to  form,  and  upon 
request  shall  prepare,  resolutions,  contracts,  and  other  legal 
instruments . 

3-  He  shall  maintain  at  all  times  a  complete  and  accurate 
copy  of  all  administrative  regulations  and  policies  authorized  by 
the  Board.   He  shall  prepare  the  minutes  of  all  Board  meetings  under 
the  direction  of  the  secretary,  maintain  a  well-organized  actions 
history,  and  perform  such  other  duties  as  are  assigned  to  him  by 
the  Board  of  Education  and  the  Superintendent  of  Schools. 
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ARTICLE  2  -  ADMINISTRATION 

JUNIOR  COLLEGE  DIVISION  -  CITY  COLLEGE  OF  SAN  FRANCISCO 

1.  The  principal  of  the  junior  college  division  shall  be 
designated  as  the  President  of  City  College  of  San  Francisco.   His 
duties  and  responsibilities  shall  be  assigned  by  the  Superintendent. 

2.  All  college  type  classes  offered  in  the  district 
(graded  classes  of  13th  and  l^+th  year  level)  and  any  other  schools 
or  classes  assigned  by  the  Board  of  Education  shall  be  administered 
by  the  City  College. 

3-   The  President  shall  be  assisted  in  the  administration 
of  the  College  by  vice  principals  and  assistant  vice  principals 
designated  as  Coordinators,  Deans  of  Instruction,  Deans  of  Student 
Personnel,  Registrar,  Assistant  Registrar,  and  Special  Directors. 
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ARTICLE  2  -  ADMINISTRATION 

ELEMENTARY,  JUNIOR,  AND  SENIOR  HIGH  SCHOOL  DIVISIONS 

These  instructional  divisions  shall  be  administered  by- 
assistant  superintendents  in  charge  of  the  special  divisions. 

The  Division  of  Elementary  Instruction  shall  include  kinder- 
gartens, elementary  schools,  and  any  special  schools  or  classes  of 
elementary  grades,  except  those  for  physically  and  mentally  atypical 
children,  and  such  other  schools  or  classes  as  may  be  approved  by 
Board  action.   Opportunity  classes  are  established  in  the  elementary 
schools  to  provide  special  instruction  and  help  to  children  who  do 
not  seem  to  adjust  socially  or  emotionally  in  a  regular  classroom 
situation. 

All  Child  Care  Centers  are  included  in  this  division. 

The  Division  of  Junior  High  Instruction  shall  include  all 
junior  high  schools.   The  division  shall  be  administered  by  an 
Assistant  Superintendent  of  Junior  High  Schools. 

The  Division  of  Senior  High  Instruction  shall  include  all 
senior  high  schools,  including  Samuel  Gompers  High  School.   The  division 
shall  be  administered  by  an  Assistant  Superintendent  of  Senior  High 
Schools . 
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.ARTICLE  2  -  .ADMINISTRATION 

ADULT  AND  VOCATIONAL  INSTRUCTION  DIVISION 

1.  The  Division  of  Adult  and  Vocational  Education  shall 
include  all  day  and  evening  vocational  schools  and  day  and  evening 
adult  schools  and  classes  for  adults,  except  those  under  the  jurisdic- 
tion of  the  City  College.   The  division  shall  be  administered  by  an 
Assistant  Superintendent  assisted  by  a  Coordinator  of  Adult  and  Voca- 
tional Education  and  two  Supervisors  AA  of  Trade  and  Technical  Education. 

2.  The  division  shall  administer  the  Veterans  Counseling 
Center,  established  for  the  purpose  of  counseling  and  referral  of 
veterans  to  suitable  vocations  and  training  under  an  agreement  with  the 
Veterans  Administration. 
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-ARTICLE  2  -  ADMINISTRATION 

DIVISION  OF  PHYSICAL  PROPERTIES 

The  Division  of  Physical  Properties  shall  be  administered 
by  an  assistant  superintendent  under  the  general  direction  of  the 
Superintendent . 

The  Assistant  Superintendent  of  Physical  Properties 
shall  be  responsible  for  the  operation  of  the  school  plant; 
maintenance  of  buildings  and  equipment;  purchase,  storage,  and 
distribution  of  supplies  and  equipment;  school  planning  and  utiliza- 
tion; and  maintenance  of  grounds. 

The  Assistant  Superintendent  of  Physical  Properties  shall 
prepare  and  distribute  a  MANUAL  containing  the  procedures  governing 
the  services  of  janitors,  jani tresses,  and  engineers. 
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ARTICLE  2  -  ADMINISTRATION 

DIVISION  OF  FISCAL  CONTROL 

The  Division  of  Fiscal  Control  shall  be  administered  by  an 
executive  with  the  title  of  Chief ,  Division  of  Fiscal  Control,  and 
with  the  status  of  an  assistant  superintendent.  Under  administrative 
direction  of  the  Superintendent  of  Schools,  he  shall  be  in  charge  of 
all  fiscal  affairs,  including  accounting,  auditing,  reporting,  and 
other  financial  functions. 

The  functions  of  the  Division  of  Fiscal  Control  shall  include 

1.  Preparation  and  administration  of  the  annual  budget  in 
conformity  with  City  and  County,  and  State  requirements. 

2.  Planning  and  maintenance  of  a  system  of  accounts  to 
record  all  financial  transactions  and  preparation  of 
reports  for  City  and  County,  State,  and  Federal 
authorities. 

3.  Maintenance  of  internal  financial  controls  and  audit  of 
accounts  and  funds  for  which  the  School  District  is 
responsible. 

h.     Maintenance  of  a  record  of  the  insurance  policies  and 
insurance  program  of  the  School  District. 

5.  Supervision  of  payrolls. 

6.  Supervision  of  tabulating  and  electronic  data 
processing  services. 

7.  Responsibility  for  the  general  operation  of  school 
cafeterias . 
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ARTICLE  2  -  ADMINISTRATION 

DIVISION  OF  CHILD  WELFARE 

The  Division  of  Child  Welfare  shall  consist  of  a  unified 
program  of  instruction  and  care  available  to  the  elementary,  junior  high, 
senior  high,  and  vocational  schools  of  the  district.  The  services  of  iV-;^ 
division  shall  be  administered  by  a  coordinator  under  the  general  direc- 
tion of  the  Superintendent  of  Schools.   The  Division  of  Child  Welfare 
shall  include  the  Bureaus  of  Attendance,  Atypical  Children,  Child 
Guidance  Services,  Counseling  and  Guidance  Services,  Placement  Services, 
Physically  Handicapped,  and  Youth  Guidance  Center  Services. 
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.ARTICLE  2  -  ADMINISTRATION 

COUNSELORS  AND  ASSISTANT  HEAD  COUNSELORS 
JUNIOR  AND  SENIOR  HIGH  SCHOOLS 

Teacher  Counselors  shall  be  assigned  in  each  junior  and 
senior  high  school  in  the  ratio  of  one  teaching  period  to  each  130 
pupils  enrolled  in  the  school.   The  Superintendent  shall  approve 
assignments  of  counselors  upon  the  recommendation  of  the  principal. 

Assistant  Head  Counselors  shall  be  allocated  to  each  junior 
and  senior  high  school  in  the  areas  of  vocations,  education,  personal 
problems,  and  community  relations.   Such  allocations  shall  be  made  in 
accordance  with  the  formula  for  the  assignment  of  teachers  for  each 
division.   Assignments  of  personnel  for  Assistant  Head  Counselors 
shall  be  approved  by  the  Superintendent. 
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.ARTICLE  2  -  ADMINISTRATION 

DIVISION  OF  CURRICULUM  DEVELOPMENT 

The  Division  of  Curriculum  Development  shall  be  administered 
by  a  coordinator  under  the  general  direction  of  the  Superintendent. 
The  Coordinator  of  Curriculum  Development  shall  work  in  cooperation 
with  the  Assistant  Superintendents  of  the  Elementary  and  Secondary 
Divisions ,   the  Director  of  the  Division  of  Instructional  Materials, 
and  other  members  of  the  staff  as  required. 
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ARTICLE  2  -  ADMINISTRATION 

PERSONNEL  DIVISION  -  CERTIFICATED  AND  CLASSIFIED  EMPLOYEES 

1.  The  Personnel  Division  shall  be  directed  by  a 
Coordinator  of  Personnel  who  is  responsible  to  the  Superintendent. 
The  staff"  of  the  division  shall  include  a  Supervisor  of  Classified 
Personnel,  who  is  responsible  administratively  to  the  Coordinator 
of  Personnel,  and  such  professional,  secretarial,  clerical,  and 
technical  assistants  as  the  work  may  require. 

2.  Certificated  Employees.  The  functions  of  the 
division  shall  include  the  administration  of  regulations  affect- 
ing the  certification,  assignment,  transfer  and  promotion  of 
certificated  employees  (including  Child  Care  Center  certificated 
employees),  and  the  management  of  applications,  examinations,  and 
eligibility  lists.  The  division  shall  maintain  individual  history 
records  and  files  on  all  certificated  employees.  Evaluation 
reports  concerning  the  quality  of  service  of  probationary  teachers 
and  administrators,  long-term,  and  day-to-day  substitute  teachers 
shall  be  secured  and  made  a  part  of  these  files. 

3.  Classified  Employees.  The  functions  of  the  division 
shall  include  the  appointment,  transfer,  training,  evaluation, 
classification,  and  duty  assignment  of  classified  employees,  and 

the  coordination  of  salary  surveys,  and  management  and  adminis- 
trative studies. 


1963  p  2136 


Policy  Manual  P  2138 

ARTICLE  2  -  ADMINISTRATION 

SALARY  COORDINATION  -  CERTIFICATED  EMPLOYEES 

The  office  of  salary  coordination  shall  be  administered  by  a 
coordinator  under  the  general  direction  of  the  Superintendent. 

The  Coordinator  of  Salaries  evaluates  training  and  experience 
for  purposes  of  salary  classification  and  increment  credit,  coordinates 
the  in-service  training  program,  administers  sabbatical  leaves  in 
accordance  with  the  policies  of  the  Board  of  Education,  and  prepares 
salary  surveys  and  related  studies. 


1S61  P  2138 


Policy  Manual  P  21^0 

.ARTICLE  2  -  ADMINISTRATION 

CHILD  CARE  CENTERS 

The  Child  Care  Centers  Division  shall  include  nursery  and 
school-age  centers  for  the  care  ard  guidance  of  children,  as  author- 
ized by  Chapter  5 }   Division  12,  of  the  Education  Code. 

The  Child  Care  Centers  shall  be  under  the  general  administra- 
tion of  the  Elementary  Division,  but  shall  be  directly  administered  and 
supervised  by  the  Director  of  the  Child  Care  Centers  Division. 


1961  P  2U0 


Policy  Manual  p  21^2 

.ARTICLE  2  -  ADMINISTRATION 

DIVISION  OF  INSTRUCTIONAL  MATERIALS 

The  Division  of  Instructional  Materials  shall  be  composed 
of  the  Bureau  of  Libraries  and  Textbooks,  the  Teachers'  Professional 
Library,  and  the  Bureau  of  Audio  Visual  Education.  The  Division 
shall  be  administered  by  a  Director  of  Instructional  Materials  under 
the  general  direction  of  the  Superintendent  of  Schools.   The  Director 
of  Instructional  Materials  shall  work  in  cooperation  with  the 
Assistant  Superintendents,  the  Coordinator  of  Curriculum  Development, 
and  other  members  of  the  staff  as  required. 


I96I  P  2142 


Policy  Manual  p  2lUU 

ARTICLE  2  -  /^MINISTRATION 

DIVISION  CF  RESEARCH 

The  functions  of  the  Division  of  Research  shall  be  the 
assembling  and  interpretation  of  data  for  the  purpose  of  improving 
administration  and  the  instructional  program.  The  division  shall  be 
administered  by  a  Director,  vrtio  shall  be  responsible  to  the 
Superintendent . 

The  Director  of  Research  shall  work  in  cooperation  with  the 
Assistant  Superintendents,  the  Coordinator  of  Curriculum  Development, 
and  other  members  of  the  staff  as  required. 
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Policy  Manual  P  2152 

ARTICLE  2  -  ADMINISTRATION 

BUREAU  OF  CAFETERIAS 

The  school  cafeterias  are  under  the  general  direction  of  the 
Chief  of  the  Division  of  Fiscal  Control  and  are  administered  by  a 
Supervisor  of  Cafeterias,  who  is  responsible  for  the  organization  and 
operation  of  the  cafeterias  in  those  schools  which  have  been  provided 
with  cafeterias  and  the  mid-morning  milk  program,  with  the  exception 
of  those  schools  where  a  training  program  is  operated  in  connection 
with  the  cafeteria. 
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Policy  Manual  P  2212 

.ARTICLE  2  -  ADMINISTRATION 

SCHOOL  ADMINISTRATION  -  THE  PRINCIPAL 

Each  school  shall  be  under  the  direct  administrative  control 
of  a  principal;  in  the  case  of  the  City  College,  the  principal  shall  be 
designated  as  the  president. 

A  school  is  an  administrative  unit  headed  by  a  principal  and 
may  include  one  or  more  buildings.   By  Board  of  Education  action  two  or 
more  schools  may  be  consolidated  under  the  headship  of  one  principal. 

In  administering  the  school,  the  principal  shall  be  held 
responsible  for  the  enforcement  of  the  State  Education  Code,  the  rules 
and  regulations  of  the  California  State  Board  of  Education,  the  policies 
of  the  San  Francisco  Board  of  Education,  and  the  administrative  regula- 
tions of  the  Superintendent  of  Schools . 

Except  as  otherwise  provided,  the  duties  and  responsibilities 
of  all  personnel  employed  within  a  school  shall  be  defined  by  the 
principal  of  the  school,  subject  to  the  approval  of  the  assistant 
superintendent  in  charge  of  the  division  and  of  the  Superintendent  of 
Schools. 


1961  P  2212 


Folicy  Manual  P  2220 

ARTICLE  2  -  ADMINISTRATION 

SCHOOL  ADMINISTRATION  -  THE  ASSISTANT  PRINCIPAL 

1.  The  assistant  principal  shall  be  under  the  direction  of 
the  principal  of  the  school.  Whenever  an  assistant  principal  in  any 
school  is  absent  or  is  serving  in  the  capacity  of  substitute  for  an 
absent  principal,  a  teacher  in  the  school,  recommended  by  the  principal 
and  approved  by  the  assistant  superintendent  of  the  respective  division, 
shall  act  as  a  substitute  for  the  absent  assistant  principal. 

The  following  paragraphs  outline  the  formula  followed  in 
the  appointment  of  assistant  principals  in  the  respective  instructional 
divisions. 

2.  Senior  High  Schools.   In  the  senior  high  schools  there 
shall  be  two  assistant  principals:   one  woman  who  serves  as  assistant 
principal  and  dean  of  girls  and  one  man  who  serves  as  assistant  princi- 
pal and  dean  of  boys . 

3-   Junior  High  Schools .   In  the  junior  high  schools  one 
assistant  principal  is  assigned  to  a  school  which  had  an  average  number 
belonging  of  1,100  or  fewer  during  the  preceding  school  year;  two 
assistant  principals  are  assigned  to  a  school  which  had  an  average 
number  belonging  of  1,100  or  more  during  the  preceding  school  year. 

k.      Elementary  Schools .   Elementary  schools  which  had  an 
average  number  belonging  of  'JOC   pupils  or  more  during  the  preceding 
school  year  shall  be  entitled  to  the  assignment  of  an  assistant 
principal.  Elementary  schools  which  had  an  average  number  belonging 
of  fewer  than  700  pupils  during  the  preceding  school  year  may  be 
assigned  an  assistant  principal  when,  in  the  judgment  of  the  Superin- 
tendent and  the  Board  of  Education,  the  special  conditions  of  the 
school  warrant  such  an  assignment. 

When  two  elementary  schools  in  separate  buildings  are 
consolidated  under  one  principal,  the  consolidated  schools  shall  be 
entitled  to  the  assignment  of  an  assistant  principal. 

When  two  or  more  elementary  schools  have  been  placed 
under  one  principal,  the  Superintendent,  with  the  approval  of  the 
Ecard  of  Education,  will  determine,  in  each  instance,  whether  a 
second  assistant  principal  shall  be  assigned. 
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Policy  Manual  p  223°  "2233 

ARTICLE  2  -  ADMINISTRATION 

P  2230 

1.  Heads  of  Departments  -  Senior  High  School.  Department 
Heads  shall  be  appointed  where  there  are  five  or  more  full-time 
teachers  in  the  department  for  the  preceding  school  year.  When  the 
number  of  full-time  teachers  falls  below  five,  the  position  of  head 
shall  be  abolished  effective  at  the  end  of  the  annual  school  term. 
In  the  appointments  for  heads  of  Health  and  Physical  Education 
departments,  the  formula  for  five  full-time  teachers  in  the  depart- 
ment shall  not  apply. 

Heads  of  departments  in  the  senior  high  schools  shall 
cooperate  with  the  principals  to  promote  the  best  interests  of  the 
school  and  especially  of  the  departments  under  their  supervision. 

P  2231 

2.  Acting  Department  Heads  may  be  appointed  by  the  Board 

to  serve  during  the  absence  of  the  head  of  department  on  leave  for 

a  period  equal  to  or  greater  than  one  school  term,  such  service  to 

begin  on  the  date  determined  by  the  Board. 

P  2232 

3.  Curriculum  Assistants  -  Junior  High  School.   Appoint- 
ment of  department  heads  is  applicable  only  in  senior  high  schools. 
Upon  the  recommendation  of  the  Superintendent  and  the  approval  of 
the  Board  of  Education,  a  curriculum  assistant  may  be  established 

in  each  junior  high  school. 

d       5  P  2233 

k.      Assistant  Principals' ,  Heads  of  Departments ' , 
Curriculum  Assistants' ,  and  Counselors'  Duties.   These  duties 
shall  be  planned  by  the  executive  head  of  the  school  and  the 
assistant  superintendent  in  charge  and  approved  by  the  Superinten- 
dent. 


I96I  P  2230  -  2233 


Policy  Manual  P  221+0 

ARTICLE  2  -  ADMINISTRATION 

CHILD  CARE  CENTERS  -  THE  HEAD  TEACHER 

Each  center  shall  be  under  the  direct  administrative  control 
of  a  head  teacher. 

In  administering  the  center,  the  head  teacher  shall  be  held 
responsible  for  the  enforcement  of  the  State  Education  Code,  the  rules 
and  regulations  of  the  California  State  Board  of  Education,  the  policies 
of  the  San  Francisco  Board  of  Education,  and  the  administrative  regula- 
tions of  the  Superintendent  of  Schools. 

Except  as  otherwise  provided,  the  duties  and  responsibilities 
of  all  personnel  employed  within  a  center  shall  be  planned  by  the  head 
teacher  with  the  aid  of  the  supervisor  in  charge,  subject  to  the 
approval  of  the  Director  of  Child  Care  Centers  and  of  the  Superintendent 
of  Schools. 

The  child  care  centers  calendar  issued  each  year  by  the 
Superintendent  establishes  the  number  of  days  the  head  teacher  must 
serve,  and  she  is  required  to  be  on  duty  in  the  center  for  such  days, 
unless  her  absence  is  approved  by  the  Director  of  the  Child  Care 
Centers  or  the  Superintendent  of  Schools  in  accordance  with  school 
district  policy. 
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Policy  Manual  P  2300 

.ARTICLE  2  -  ADMINISTRATION 

ADMINISTRATIVE  OPERATIONS 

To  assist  in  administering  and  supervising  the  programs  of 
the  various  divisions,  there  shall  be  appointed  coordinators,  directors, 
and  supervisors,  such  appointments  to  be  recommended  by  the  Superinten- 
dent and  approved  by  the  Board  of  Education. 

Included  in  this  Manual  is  an  organizational  chart  showing 
the  administrative  organization  of  the  San  Francisco  Unified  School 
District. 
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2301.1 
ADMINISTRATIVE  ORGANIZATION  OF  THE  SAN  FRANCISCO  UNIFIED  SCHOOL  DISTRICT 
SUPERINTENDENT  OF  SCHOOLS 

Divisions  and  administrators  under  the  direct  supervision  of 
the  Superintendent: 


DIVISION 

Legal 

City  College  of  San  Francisco 

Elementary  Education 

Junior  High  Education 

Senior  High  Education 

Adult  and  Vocational  Education 

Physical  Properties 

Fiscal  Control 

Child  Welf are 
Curriculum  Development 
Health,  Physical  Education 
Industrial  Arts  Education 
Personnel 
Salaries 

Art  Education 

Child  Care  Centers 

Home  Economics  Education 

Instructional  Materials 

Music  Education 

Research 


ADMINISTRATOR 

Legal  Adviser 

President 

Assistant  Superintendent 


II 

ti 

II 

ti 

It 

it 

1! 

ti 

Chief 

Coordinator 

n 

H 

ii 

ti 

it 

Director 

11 

Supervisor 

Director 

ti 

ii 

Bureaus  and  administrators  coming  under  the  direct  supervision 
of  the  administrator  of  a  Division: 


BUREAU 


ADMINISTRATOR  OF  BUREAU 


Accounts 

Attendance 

Atypical  Children 

Audio  Visual  Education 

Buildings  and  Grounds 

Cafeterias 

Child  Guidance 

Counseling  and  Guidance -Elementary 

Libraries  and  Textbooks 

Physically  Handicapped 

Placement 

Supplies 

Youth  Guidance  Center 


Supervisor 

Supervisors 
ii 

Librarian 
Supervisor 


Supervisors 
Teacher  Coordinator 
Supervisor 


ADMINISTRATION  OF 

DIVISION  OF 

Fiscal  Control 

Child  Welfare 
ti      ti 

Instructional  Materials 

Physical  Properties 

Fiscal  Control 

Child  Welfare 
ti      ii 

Instructional  Materials 

Child  Welfare 
ii      it 

Physical  Properties 
Child  Welfare 


DEPARTMENTS 

Electronic  Data  Processing 
Classified  Personnel 
Payroll 

PROFESSIONAL  LIBRARY 
1963 


ADMINISTRATOR  OF  DEPARTMENT 

Supervisor 

11 

n 
Supervisor 


DIVISION  OF 

Fiscal  Control 
Personnel 
Fiscal  Control 

Instructional  Materials 
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Policy  Manual  P  2^10 

ARTICLE  2  -  ADMINISTRATION 

SPECIAL  POLICIES  OF  BOARD  CF  EDUCATION 

QUESTIONNAIRES  SUBMITTED  TO  CERTIFICATED  EMPLOYEES 

When  a  questionnaire  is  to  be  submitted  to  certificated 
employees,  the  results  of  which  are  to  be  used  as  a  basis  for  the 
formulation  of  Board  policy  or  a  recommendation  by  the  Superintendent 
to  the  Board,  all  possible  safeguards  are  to  be  taken  to  preserve  the 
anonymity  of  those  answering  the  questionnaire  and  in  no  event  shall 
it  be  signed. 


Res.  012-13A2b 

Adopted  by  Board  2-7-61 
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Policy  Manual  P  3260 

ARTICLE  3  -  BUSINESS  AND  NON- INSTRUCTIONAL  OPERATIONS 

RENTALS  CF  PROPERTY 

All  rental  and  leasing  of  property,  improved  or  otherwise, 
shall  be  consummated  with  the  cooperation  of  the  Director  of  Property 
of  the  City  and  County  of  San  Francisco. 


1961  P  3260 


Policy  Manual  p  3270 

ARTICLE  3  -  BUSINESS  AND  NOW-INSTRUCTIONAL  OPERATIONS 

PARENT  GROUP  FUNDS  IN  SCHOOLS 

The  raising  and  spending  of  parent  group  funds  in  schools  shall 
be  governed  by  the  following  standards. 

1.  School  money-raising  events  by  official  Parent -Teacher 
or  Mothers'  Club  groups  shall  be  limited  to  one  a  term. 
The  funds  so  raised  shall  remain  in  the  possession  of 
the  local  unit  which  group  shall  be  responsible  for  all 
accounting.  Under  no  circumstances  may  such  funds  be 
turned  over  to  the  principals  for  expenditures .  Money 
remaining  in  these  accounts  at  the  end  of  the  school 
year  shall  be  carried  over  to  the  next  school  year. 

2.  Children's  participation  in  any  money-raising  event  is 
to  be  guided  by  sound  educational  purposes  and  practices. 

3.  No  admission  is  to  be  charged  for  programs  involving 
the  performance  of  the  children  of  the  school  during 
school  hours. 

k.      The  principal ,  assistant  principal,  and  not  less  than 
two  teachers  appointed  by  the  principal,  and  comparable 
representation  from  the  parent  group  shall  constitute 
the  School  Parent  Group  Fund  Expenditure  Committee 
within  the  school  and  shall  be  governed  by  the  standards 
set  out  here. 

5.  The  recommendations  of  the  aforementioned  committee 
shall  be  submitted  for  approval  in  the  form  of  a 
written  request  in  triplicate  to  the  appropriate 
Assistant  Superintendent  of  the  level  involved. 

6 .  The  Committee  shall  be  guided  by  the  following  regulations : 

a.  Funds  shall  be  spent  for  the  general  welfare  of 
the  children. 

b.  Funds  shall  not  be  spent  for  instructional  materials, 
such  as  textbooks,  workbooks,  and  paper. 

c.  The  following  items  are  representative  of  expendi- 
tures serving  the  general  welfare  of  the  children: 

(1)  Approved  articles  of  uniform  for  members  of 
the  Safety  Patrol 

(2)  Flags  and  banners 

(3 )  Pictures  and  related  works  of  art 
(k)     Phonograph  and  tape  recordings 

(5)  Aquariums,  terrariums,  etc. 

(6)  Additional  sets  of  reference  books,  library 
books,  filmstrips,  and  subscriptions  for 
magazines;  subject  to  the  approval  of  the 
Director  of  Instructional  Materials 

(continued) 
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Policy  Manual 

ARTICLE  3  -  BUSINESS  AND  WON- INSTRUCTIONAL  OPERATIONS 

PARENT  GROUP  FUNDS  IN  SCHOOIS  (continued) 


(7)  Materials  for  extra-class  activities,  such  as 
craft,  hobby  or  science  clubs 

(8)  Candy  and  small  gifts  for  Christmas  parties 
or  similar  occasions 

(9)  Individual  philanthropic  purchases  for  pupils, 
such  as  car  tickets,  shce  repairs,  haircuts, 
and  lunches 

d.  The  giving  of  money  is  not  considered  a  desirable 
practice.  Needed  articles  should  be  itemized  and 
requested. 

7.  Instructional  equipment  and  related  incidental  supplies, 
such  as  spirit  duplicating  machines,  tape  recorders, 
record  players,  specialized  projectors,  room-darkening 
installations,  or  television  receivers,  may  be  purchased 
when  their  use  is  desirable  and  needed  beyond  the  comple- 
ment of  said  equipment  furnished  by  the  Board  of  Education, 
or  when  they  are  not  subject  to  reasonably  early  delivery 
through  regular  school  channels.   All  such  equipment  items 
shall  be  commensurate  with  the  standards  of  like  items 
purchased  through  regular  school  procedure  and  shall  be 
approved  for  purchase  by  that  central  office  administra- 
tor most  closely  associated  with  the  items  in  regular 
school  procurement,  as  well  as  the  Assistant  Superinten- 
dent of  the  division  concerned. 

8.  Furnishings  for  an  auxiliary  room,  such  as  library, 
teachers1  lunchroom,  or  office  are  not  considered 
legitimate  items  for  purchase. 

9.  Purchases  of  items  estimated  to  have  a  value  of  fifty 
dollars  or  more  shall  be  submitted  to  the  Board  of 
Education  for  approval  upon  the  recommendation  of  the 
Superintendent . 

10.   Any  equipment  or  items  acquired  under  the  provisions 
of  this  article  shall  become  the  property  of  the 
San  Francisco  Unified  School  District  and  may  not  be 
disposed  of  except  through  the  regular  procedure  of  the 
Board  of  Education.   The  School  District  shall  there- 
after be  responsible  for  the  maintenance  and  repair  of 
such  items  but  not  for  the  replacement  in  the  event  of 
theft . 


I962  P  3270 


Policy  Manual  P  33IO 

.ARTICLE  3  -  BUSINESS  AWD  WOW- INSTRUCTIONAL  OPERATIONS 
REQUISITIONS 

1.  Approval  of  Documents  for  Work  to  be  Performed  by 

City  Departments.   The  Board  of  Education  shall  approve  all  job  estimates 
for  maintenance  of  the  school  plant,  inter-departmental  work  orders,  and 
authorizations  for  work  to  city  departments  prior  to  commencement  of  the 
work . 

2.  Requisitions  and  Delivery  of  Supplies .   The  principal  or 
proper  school  official  concerned  shall  submit  to  the  office  of  the 
Superintendent  on  the  prescribed  form  requisitions  for  supplies,  equip- 
ment, books,  services,  repairs,  and  improvements.   On  delivery  of 
supplies  and  equipment  or  performance  of  service,  such  administrator 
shall  sign  the  Material  Received  Report  verifying  that  the  material  or 
the  service  is  satisfactory  and  shall  return  the  report  immediately  to 
the  proper  official. 


1961  P  3310 


Policy  Manual  P  3520 

ARTICLE  3  -  BUSINESS  AND  NON- INSTRUCTIONAL  OPERATIONS 

MAINTENANCE  AND  USE  CF  SCHOOL  PROPERTY 

The  Principal  shall  give  instructions  consistent  with  the 
State  Education  Code  and  the  administrative  regulations  of  the 
San  Francisco  Public  Schools  for  the  use,  care,  and  sanitary  condition 
of  school  yards,  buildings,  furniture,  books,  and  equipment  to  insure 
their  being  kept  neat  and  in  proper  condition. 

In  the  case  of  willful  damage  or  destruction  of  school  prop- 
erty the  Superintendent  is  authorized  to  collect  as  he  deems  advisable, 
through  the  Legal  Adviser,  for  the  loss  from  the  offenders  or  their 
parents  or  guardians,  in  accordance  with  Administrative  Regulation 
R  3520. 

The  Superintendent's  office  and  the  Police  Department  must 
be  notified  at  once  by  telephone  of  any  theft  or  other  depredation. 


1961  F  3520 


Policy  Manual  P  35)46 

ARTICLE  3  -  BUSINESS  AND  NON-INSTRUCTIONAL  OPERATIONS 

MANAGEMENT  OF  SCHOOL  CAFETERIAS 

The  Supervisor  of  Cafeterias  will  supervise  directly  all 
cafeterias  and  light  lunch  facilities.   The  Supervisor  of  Cafeterias 
is  responsible  to  the  Chief  of  the  Division  of  Fiscal  Control,  except 
in  those  schools  where  a  training  program  is  operated  in  connection  with 
the  cafeteria. 

It  is  the  ultimate  objective  of  this  program  to  make  available 
some  type  of  food  service  in  all  schools  where  this  service  is  deemed 
desirable  and  practical. 

No  meals  will  be  served  in  cafeterias  or  light  lunch  facili- 
ties without  reimbursement  except  as  noted  in  P  35^6.1.   These  facili- 
ties will  be  operated  on  a  non-profit  basis,  but  prices  charged  shall 
be  sufficient  to  cover  cost  of  food,  labor,  and  miscellaneous  supplies. 

All  physical  equipment  deemed  necessary  to  set  up  cafeterias 
or  light  lunch  facilities  and  all  maintenance  and  replacement  of  equip- 
ment will  be  provided  by  the  Board  of  Education]  the  cost  shall  be  a 
charge  against  school  district  funds. 
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Policy  Manual  P  35J+6.I 

ARTICLE  3  -  BUSINESS  AND  WON- INSTRUCTIONAL  OPERATIONS 

CAFETERIAS  -  FREE  LUNCHES  TO  NEEDY  CHILDREN 

In  accordance  with  the  provisions  of  Education  Code 
Section  II70U,  the  Board  of  Education  has  authorized  the  Superinten- 
dent to  provide  lunches  without  charge  for  pupils  within  the  district 
who  do  not  otherwise  receive  proper  nourishment. 

The  same  administrative  regulation  which  governs  the  furnish- 
ing of  free  meals  to  students  from  district  funds  applies  to  those 
pupils  entitled  to  free  milk  provided  from  funds  from  any  source. 


Hi 
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ARTICLE  3  -  BUSINESS  AND  NON- INSTRUCTIONAL  OPERATIONS 
BUILDINGS  AND  GROUNDS 

1.  Approval  of  Sites,  Plans ,  and  Acceptance  of  Buildings . 
The  Board  of  Education  shall  approve  all  sites  for  new  school'  buildings 
and  all  plans  and  specifications  for  new  buildings.   The  Board  shall 
approve  all  major  repairs,  alterations,  additions,  and  maintenance  work. 
The  Board  of  Education  shall  also  inspect  and  accept  new  buildings  prior 
to  occupancy  and  use  by  the  San  Francisco  public  schools. 

2.  Plans  and  Specifications  to  be  Checked  for  Unusual  Devices. 
The  Division  of  Physical  Properties  shall  check  all  plans  for  school 
construction  projects  and  shall  call  to  the  attention  of  the  Board  of 
Education  any  new  or  unusual  features  in  the  plans. 
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ARTICLE  3  -  BUSINESS  AMD  NON-INSTRUCTIONAL  OPERATIONS 
POLICY  OF  NAMING  OF  SCHOOIS 

1.  Elementary  schools  should  be  named  after  persons  prominent 
in  California  or  San  Francisco  history  or  civic  life,  including  the 
Spanish  period  as  well  as  the  pre-1906  era. 

2.  Junior  High  Schools  should  be  named  after  persons  prominent 
in  national  or  international  life  as  contributors  to  the  advancement  of 
education,  fine  arts,  letters,  physical  and  social  sciences.   Considera- 
tion should  be  given  to  naming  the  building  after  the  section  of  the  city 
in  which  it  is  located  if  the  community  so  desires. 

3.  Senior  High  schools  should  be  named  after  Presidents  of  the 
United  States,  national  figures  connected  with  the  early  history  of  the 
United  States,  or  after  the  section  of  the  city  in  which  the  school  is 
located. 

In  no  case,  excepting  an  ex -President  of  the  United  States, 
should  a  building  be  named  after  a  person  living  at  the  time  the  building 
is  erected.  Furthermore,  if  a  building  is  being  replaced,  consideration 
should  be  given  to  giving  the  new  building  the  name  of  the  building  it 
replaces  if  there  is  a  demand  from  the  community  for  such  action. 
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ARTICLE  3  -  BUSINESS  AND  NON- INSTRUCTIONAL  OPERATIONS 

MEMORIALS 

It  is  the  policy  of  the  Board  of  Education  that  memorials 
should  not  be  placed  in  public  school  buildings  or  grounds,  provided, 
however,  that  memorials  commemorating  former  students  who  have  been 
killed  in  war  may  be  so  placed  if  authorized  by  the  Superintendent  of 
Schools. 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 
PERMANENT  PERSONNEL 

1.  Personnel  Division  Functions.   Personnel  service  is  con- 
cerned with  the  procurement  and  maintenance  of  a  staff,  competently 
trained,  physically  and  mentally  healthy,  unified  in  purpose  and  organ- 
ization, and  devoted  to  the  cause  of  public  education  and  to  the  broader 
cultural  and  political  purposes  of  the  government;  it  comprises  all  the 
activities  essential  in  applying  State  lax^s  and  district  policies  and 
administrative  regulations  bearing  upon  the  eligibility,  selection, 
assignment,  ranking,  efficiency  in  service,  promotion,  transfer,  tenure, 
resignation,  dismissal,  and  retirement  of  all  certificated  employees  of 
the  district. 

Because  too  much  homogeneity  in  staff  favors  easy  rather 
than  the  best  management,  it  shall  be  the  policy  of  the  Board  to  main- 
tain for  each  school  and  for  the  district  as  a  whole  a  staff  that  is 
diversified  as  to  age,  sex,  marital  status,  training,  experience,  social 
background,  and  educational  viewpoint;  this  policy  shall  not  be  applied 
to  exclude  but  rather  to  safeguard  the  policy  of  providing  career 
possibilities  through  promotions  within  the  system. 

To  assure  promptness  in  the  dispatch  of  personnel  business 
and  to  guarantee  placement  of  responsibility  for  decisions,  power  to 
decide  personnel  matters  shall  be  vested  in  the  joint  action  of  the 
Personnel  Coordinator  and  the  assistant  superintendent  involved,  subject 
to  the  approval  of  the  Superintendent;  to  guarantee  responsible  use  of 
such  authority  it  shall  be  the  intent  that  each  and  every  executive 
shall  be  free  and  that  it  shall  be  his  duty  directly  or  through  estab- 
lished channels  to  make  recommendations  to  the  Personnel  Coordinator  on 
any  question  directly  affecting  a  member  or  members  of  the  certificated 
staff  under  his  direction,  and  that  all  certificated  employees,  individ- 
ually or  otherwise,  shall  be  free  to  be  heard  or  otherwise  to  lodge 
information,  opinions,  or  advice  with  the  Personnel  Division  upon  any 
matter  that  may  properly  come  before  it . 

2.  Control  and  Management  of  Certificated  Personnel  Service. 
The  personnel  service  shall  be  controlled  by  State  school  laws,  adminis- 
trative regulations  and  Board  policies,  and  by  special  instruments  of 
control  such  as  salary  and  wage  schedules  as  the  Board  may  adopt;  it 
shall  be  organized  as  a  division,  and  shall  serve  the  instructional 
department  of  the  system. 

3.  Contracts .   The  contracts  of  all  certificated  employees 
shall  be  established  by  the  provisions  of  the  resolutions  of  appointment 
and  in  conformity  with  the  provisions  of  law.   The  contracts  of  all 
certificated  employees  consist  of 

a.  Resolution  of  appointment 

b.  School  Calendar 

c.  Salary  Schedule 

d.  Acceptance  by  the  employee  of  the  policies  and 

I96I  regulations  of  the  Board  of  Education.        P  4110 
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Won- cert.  P  1+210.1 
.ARTICLE  k  -   PERSONNEL  -  CHIID  CARE  CENTERS 

CERTIFICATED  AND  NCN- CERTIFICATED 

PERMANENT  PERSONNEL  -  CHILD  CARE  CENTERS 

1.  Staff .  Recruitment,  employment,  and  maintenance  of  the 
certificated  and  non-certificated  staff  for  the  child  care  centers  are 
the  direct  responsibility  of  that  division.   Policies  parallel  those 
of  the  school  district,  except  in  certain  areas  where  differences  in 
operation  require  establishment  of  policy  relating  specifically  to 
child  care  center  personnel. 

2.  Control  and  Management  of  Certificated  Personnel  Service. 
Employment  shall  be  governed  by  State  laws,  administrative  regulations 
and  Board  policies,  and  by  such  special  instruments  of  control,  such  as 
salary  and  wage  schedules,  as  the  Board  of  Education  may  adopt. 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 
RECRUITMENT  AND  SELECTION 

1.  Eligibility.  Eligibility  requirements  for  educational 
service  in  the  district  not  provided  for  in  the  State  Education  Code 
and  Administrative  Regulations  of  the  San  Francisco  Board  of  Education 
shall  be  defined  in  writing  and  available  to  all  applicants.   Suitable 
regulations  covering  eligibility  for  employment  shall  be  prepared  by 
the  Superintendent.  Eligibility  requirements  shall  differ  with  the  type 
of  service  and  shall  be  defined  in  terms  of  the  special  as  well  as 
general  requirements  of  the  different  classes  or  types  of  positions. 

In  all  cases  training,  experience,  health,  and  personality  shall  be 
basic  considerations,  but  in  extent  and  character  each  type  or  class 
of  position  shall  have  its  own  special  standards. 

Sex,  race,  religious  belief,  national  origin,  marital 
status,  or  change  of  marital  status  while  in  service  shall  have  no 
general  bearing  upon  eligibility  but  may  have  special  bearing  in  case 
of  positions  in  which  such  factors  may  affect  competency  for  the 
service  required. 

Full  information  upon  which  each  nomination  is  based  shall 
be  available  to  the  Board  for  inspection  on  request  at  the  time  nomina- 
tions are  made,  and  for  those  appointed  such  information  shall  become  a 
part  of  the  permanent  files  of  the  Personnel  Division. 

Whenever  deemed  feasible,  written  examinations  shall  be 
used  in  conjunction  with  interviews  for  the  purpose  of  establishing 
eligibility  lists  for  the  Elementary,  Junior  High,  Senior  High,  and 
Child  Welfare  Divisions.   Critical  scores,  or  a  method  of  establishing 
critical  scores  on  an  objective  basis,  shall  be  included  in  the  examina- 
tion announcement  if  applicants  are  to  be  disqualified  on  the  basis  of 
the  written  examination  alone. 

2.  Application  Required.  Each  applicant  must  provide  the 
Personnel  Division  with  accurate  and  complete  data  required  on  the 
application^  forms.  The  application  must  be  on  file  with  the  Personnel 
Coordinator  prior  to  the  date  of  the  interview. 

3.  Applicant  Responsible  for  Records.  Each  applicant  will 
be  held  responsible  for  seeing  that  the  Personnel  Division  is 
furnished  with  all  required  data  concerning  education  and  training 
and  teaching,  and  other  pertinent  educational  experience.   The  data 
submitted  must  be  properly  certified  by  the  institution  or  person 
furnishing  same.   To  be  eligible  for  consideration,  an  applicant  must 
possess,  or  be  able  to  secure  before  the  date  specified  in  the 
examination  announcement, a  Calif ornia  State  credential  of  appropriate 
class . 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

RECRUITMENT  AND  SELECTION  -  CHILD  CARE  CENTERS 

1.  Eligibility.   Eligibility  requirements  for  teaching  in 
the  child  care  centers  in  addition  to  those  set  forth  in  the  State 
Education  Code  and  the  Administrative  Regulations  of  the  San  Francisco 
Board  of  Education  shall  be  defined  in  writing  and  available  to  all 
applicants.  Suitable  regulations  covering  eligibility  for  employment 
shall  be  prepared  by  the  Director  of  Child  Care  Centers.  Eligibility 
requirements  shall  differ  with  the  type  of  service  and  shall  be  defined 
in  terms  of  the  special  as  well  as  general  requirements  of  the  different 
classes  or  types  of  positions.   In  all  cases  training,  experience,  health, 
and  personality  shall  be  basic  considerations,  but  in  extent  and  charac- 
ter each  type  or  class  of  position  shall  have  its  own  special  standards. 

Sex,  race,  religious  belief,  national  origin,  marital 
status,  or  change  of  marital  status  while  in  service  shall  have  no  general 
bearing  upon  eligibility  but  may  have  special  bearing  upon  positions  in 
which  such  factors  may  affect  competency  for  the  service  required. 

Names  and  full  information  used  to  select  candidates  for 
positions  shall  be  available  on  request  for  inspection  by  the  Board  at 
the  time  appointments  are  made,  and  for  those  appointed  such  information 
shall  become  a  part  of  the  permanent  files  of  the  Child  Care  Centers 
Division. 

2.  Application  Required.  Each  applicant  must  provide  the 
Child  Care  Centers  Division  with  accurate  and  complete  data  required 
on  the  application  form.   This  application  must  be  on  file  with  the 
division  prior  to  the  initial  interview  with  the  applicant. 

3.  Applicant  Responsible  for  Records.  Each  applicant  shall 
be  held  responsible  for  seeing  that  the  Child  Care  Centers  Division 

is  furnished  with  all  required  data  concerning  education,  training, 
teaching,  and  other  pertinent  educational  experience.   The  data 
submitted  must  be  properly  certified  by  the  institutions  or  persons 
furnishing  same.  *An  applicant  to  be  eligible  for  consideration 
must  possess,  or  be  able  to  secure  within  95  days  after  the  commence- 
ment of  his  service,  a  California  State  Child  Care  Centers  permit  of 
appropriate  class,  dated  on  or  before  his  first  date  of  service. 

^Section  16625,  State  Education  Code 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 
APPOINTMENT 

1.  Purpose  of  Appointment  Procedures.   The  plan  followed  in 
determining  eligibility  for  appointments  and  in  making  such  appointments 
to  any  position  on  the  certificated  staff  of  the  San  Francisco  Public 
Schools  has  for  its  fundamental  purpose  the  selection  of  those  who  are 
best  qualified  for  the  service  to  which  they  are  appointed  and  the 
elimination  of  influences  apart  from  the  merit  of  the  applicant  in 
determining  eligibility  and  appointment. 

2.  Plan  of  Examination  and  Rating.  Eligibility  for  appoint- 
ment to  full-time  teaching  positions  in  the  Elementary,  Junior  High, 
Senior  High,  and  Child  Welfare  Divisions  of  the  San  Francisco  Public 
Schools  is  determined  by  an  examination  and  rating  of  applicants .   The 
examination  is  written  and  is  followed  by  an  interview.  The  education 
of  the  applicant,  the  previous  teaching,  and  other  pertinent  educational 
experience  are  rated  by  a  committee. 

3.  Order  of  Appointments .   Appointments  to  teaching  and  other 
service  in  the  San  Francisco  Public  Schools  shall  be  made  from  the 
eligibility  lists  in  order  of  standing  on  the  lists. 

k.      Selection  of  Candidates  from  Eligibility  Lists.  Recommen- 
dations submitted  by  the  Superintendent  and  approved  by  the  Board  of 
Education,  based  on  information  not  available  at  the  time  of  the  examin- 
ation and  indicating  that  the  candidate  is  unworthy  of  appointment,  will 
disqualify  the  candidate  from  an  appointment. 

5 .  Preferred  Eligibility  Lists.  All  teachers  on  preferred 
eligibility  lists  (displaced  probationers )  shall  be  reappointed  to 
positions  in  their  respective  subjects  before  any  teachers  are  appointed 
from  the  new  competitive  eligibility  lists  for  that  subject. 

The  following  teachers  shall  be  placed  on  preferred 
eligibility  lists : 

a.  Former  permanent  teachers  who  are  re -employed  within 
one  year 

b.  Former  probationary  teachers  who  are  discontinued 
because  of  lack  of  enrollment 

6.  Re -employment  of  Former  Teachers .   Upon  the  recommendation 
of  the  Superintendent,  any  teacher  who,  after  having  acquired  permanent 
tenure  in  the  San  Francisco  Public  Schools,  has  resigned  in  good  stand- 
ing may  be  assigned  to  the  bottom  of  the  existing  eligibility  list  in 
the  field  and  at  the  level  for  which  the  applicant  qualifies,  on  the 
following  conditions : 

a.  The  applicant  shall  pass  such  examination  as  the 
Superintendent  may  prescribe. 

b.  The  applicant  shall  have  been  actively  and  successfully 
engaged  in  teaching  within  five  years  of  the  date  of 
request  for  employment.  (continued) 
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.ARTICLE  h  -   PERSONNEL,  CERTIFICATED 
APPOINTMENT  (continued ) 

c.  If  applicant  has  not  taught  as  recently  as  prescribed 
in  item  "b"  above,  evidence  must  be  submitted  of  at 
least  one  year's  study  or  equivalent  experience  within 
the  five  years  immediately  prior  to  the  application 
fcr  employment. 

d.  The  applicant  shall  submit  with  the  application  a 
certificate  of  physical  and  mental  health  from  the 
Medical  Adviser  to  the  Board  of  Education. 

e.  The  applicant,  if  and  when  employed,  shall  be  rated 
as  a  probationary  teacher  and  placed  on  the  salary 
rating  according  to  the  current  salary  schedule  of 
the  classification  to  which  appointment  is  made. 

7.  ^Former  Permanent  Teacher  Reinstated  Within  39  Months . 
A  permanent  certificated  employee  who  resigns  in  good  standing  may, 
within  39  months  of  said  resignation,  apply  for  reinstatement.  For 
good  cause  appearing,  upon  the  recommendation  of  the  Superintendent 
and  the  approval  of  the  Board  of  Education,  the  employee  shall  be 
placed  on  the  appropriate  preferred  eligibility  list,  to  be  reappointed 
in  order  of  standing  on  that  list  to  the  type  of  position  for  which  he 

is  qualified  on  the  rating  of  the  salary  schedule  for  which  said  employee 
had  qualified  at  the  time  of  resignation. 

8.  Veterans .  Veterans  are  granted  five  per  cent  preference 
in  secondary  teacher  examinations  if  they  rendered  at  least  ninety  days 
of  satisfactory  service  in  the  Armed  Forces  during  the  periods 
September  16,  19^0,  to  July  25,  19^7,  or  between  June  27,  1950,  and 
January  31,  1955. 

9.  Board  Appointments .  When  teaching  vacancies  occur,  the 
Superintendent  is  authorized  to  appoint  a  duly  qualified  person  as  soon 
as  such  can  be  secured,  subject  to  existing  lists,  said  appointment  to 
be  subject  to  ratification  by  the  Board  of  Education  at  its  next  regular 
meeting.  Appointments  shall  be  made  by  action  of  the  Board  of  Education 
upon  the  recommendation  of  the  Superintendent,  except  as  follows: 

a.  Teachers  may  be  assigned  by  the  Superintendent  for 
day-to-day  substitute  duty,  subject  to  appointment 
by  the  Board  of  Education. 

b.  Any  personnel  needed  for  service  in  an  emergency 
where  life  or  the  properties  of  the  schools  are 
endangered  may  be  employed  by  the  Superintendent. 

These  two  exceptions  shall  apply  provided  that  the  names  and 
services  of  all  persons  thus  assigned  shall  be  reported  to  the  Board  of 
Education  for  confirmation  at  the  earliest  opportunity  following  such 
assignment. 

•*  Res.  #26-19S2,  Bd.  of  Ed.  6-19-62  P  14-112 
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ARTICLE  4  -  PERSONNEL,  CERTIFICATED 

APPOINTMENT  -  CHILD  CARE  CENTERS 

1.  Purpose  of  Appointment  Procedures.   The  plan  followed  in 
determining 'eligibility  for  appointments  and  in  making  such  appoint- 
ments to  any  position  on  the  certificated  staff  of  the  Child  Care 
Centers  has  for  its  fundamental  purpose  the  selection  of  those  who  are 
best  qualified  for  the  service  to  which  they  are  appointed  and  the 
elimination  of  influence  apart  from  the  merit  of  the  applicant  in 
determining  eligibility  and  appointment. 

2.  Plan  for  Appointment.  Eligibility  for  initial  appoint- 
ment to  teaching  positions  in  the  child  care  centers  is  determined  by 
the  education  and  certification  of  the  applicant,  the  evaluation  of 
previous  teaching  and  other  pertinent  educational  experience  as  evi- 
denced by  the  transcripts  and  letters  of  recommendation  submitted  by 
the  applicant  and  the  interview  by  the  director  or  supervisor  of  the 
child  care  centers . 

3.  Re -employment  of  Former  Teachers.  The  Child  Care  Centers 
Division  follows  the  provisions  pertaining  to  re -employment  of  teachers 
as  stated  in  Section  16626  of  the  State  Education  Cede. 

If-.  Board  Appointments.  When  teaching  vacancies  occur  in 
the  Child  Care  Centers  Division,  the  director  of  the  division  is  author- 
ized to  appoint  a  duly  qualified  person  as  soon  as  possible,  said 
appointment  to  be  subject  to  ratification  by  the  Board  of  Education 
at  its  next  regular  meeting. 
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•Ton-cert. -P  U212 
ARTICLE  if  -  PERSONNEL,  CHILD  CARE  CENTER  DIVISION 

CERTIFICATED  AND  NON-CERTIFICATED 

ELIGIBILITY  FCR  MEMBERSHIP  IN  RETIREMjENT  SYSTEM 

Section  16627  of  the  Education  Code  establishes  the  eligibility 
of  child  care  center  employees  for  membership  in  retirement  systems, 
except  that  they  are  excluded  from  imembership  in  teacher  retirement 
systems . 

All  full-time  child  care  center  employees  were  included  in 
the  San  Francisco  Retirement  System  July  1,  1955-   Part-time  employees 
working  less  than  forty  hours  per  week  are  not  eligible  for  membership 
in  the  San  Francisco  Retirement  System. 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 
CERTIFICATION 

1.  Provisional  Credentials .   Such  credentials  are  issued  only  on 
authorization  of  the  Superintendent  or  by  the  Personnel 
Coordinator  under  the  direction  of  the  Superintendent 

for  persons  who  are  to  be  employed  by  the  San  Francisco 
Unified  School  District. 

2.  Administrative  Credentials  for  Department  Heads .   In  the 
the  appointment  of  department  heads  for  subject  fields 
in  the  senior  high  schools,  where  such  positions  are 
allowed  under  Board  policy,  an  administrative  credential 
is  required  for  such  appointment  when  the  time  allocated 
for  supervision  exceeds  50  per  cent  of  the  school  day. 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 
PHYSICAL  EXAMINATION 

1.  Health  Certificate  Required.   Eliglbles  who  are  appointed 
to  teaching  positions  are  required  to  submit  to  the 
Personnel  Coordinator  a  certificate  of  satisfactory 
health  and  physical  condition.   This  certificate  must  be 
issued  by  the  Medical  Adviser  of  the  Board  of  Education 
and  is  a  prerequisite  for  final  eligibility  to  teach  in 
the  San  Francisco  public  schools. 

2.  Tests  for  Tuberculosis.   All  applicants,  as  a  condition 
of  employment  by  the  San  Francisco  Unified  School 
District,  in  addition  to  any  other  required  physical 
examination,  shall  comply  with  the  provisions  as  set 
forth  in  Section  12915  of  the  State  Education  Code 
regarding  tests  for  tuberculosis .  For  the  purpose  of 
securing  an  X-ray  or  tuberculin  test,  as  required  by 
Section  12915  of  the  Education  Code,  a  teacher  or  non- 
certificated  employee  may  be  permitted  by  the  principal 
to  absent  himself  from  school  for  a  limited  period  of 
time. 

3.  Physical  Examination  at  Time  of  Transfer  and  Appointment . 

When  a  full-time  certificated  employee  is  transferred 
to  a  full-time  position  requiring  a  probationary  period 
in  another  division  of  the  San  Francisco  School  District, 
such  appointment  shall  not  be  subject  to  the  passing  of 
a  satisfactory  physical  examination;  however,  when  a 
certificated  employee  is  transferred  from  a  part-time 
position  and  appointed  to  a  probationary  full-time 
position,  said  employee  shall  be  required  to  pass  a 
satisfactory  physical  examination  to  be  administered  by 
the  Medical  Adviser  of  the  Board  of  Education. 
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ARTICLE  k  -   PERSONNEL,  CHILD  CARE  CENTER 

1.  Physical  Examination.   In  accordance  with  Section  12915 > 
Chapter  7 ,   Education  Cede,  all  teachers  must  have  a  chest  X-ray  every 
two  years.   For  the  purpose  of  securing  an  X-ray  or  tuberculin  test, 
the  head  teacher  may  permit  a  teacher  or  non-certificated  employee  to 
absent  herself  from  the  center  for  a  limited  period  of  time. 

2.  Health  Certificate.   Eligibles  who  are  appointed  to  teach- 
ing positions  are  required  to  submit  a  health  history  on  the  California 
State  Eepartment  of  Education  Form  ^1-3 >  together  with  other  required 
documents  when  making  application  to  the  Credential  Commission  for  the 
child  care  centers  permit. 
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ARTICLE  h   -  PERSONNEL,  CERTIFICATED 
ASSIGNMENT  AND  TRANSFER 

1.  Assignment  to  positions .   Assignments  shall  be  recommended 
by  the  joint  action  of  the  Coordinator  of  Personnel  and 
the  Assistant  Superintendent  of  the  division  involved, 
with  the  approval  of  the  Superintendent  and  the  Board  of 
Education. 

2.  Transfer  of  Appointees.   Such  transfers  shall  be 
recommended  by  the  Superintendent  with  the  approval  of 
the  Board  of  Education. 

3.  Transfers  of  Certain  Permanent  Teachers .   A  permanent 
teacher,  when  his  service  does  not  entitle  him  to  be 
rated  as  satisfactory,  shall  be  so  notified  and,  at 
the  discretion  of  the  Superintendent,  may  be  given 
opportunity  in  two  or  more  different  schools  to  improve 
his  rating.  Transfers  in  such  cases  shall  be  based  on 
full  and  detailed  written  reports  submitted  by  the 
principal  and  the  supervisory  personnel  concerned, 
including  evidence  of  the  unsatisfactory  character  of 
the  service  performed  by  the  teacher  and  of  the 
efforts  made  by  the  principal  to  aid  the  teacher  in 
improving  the  quality  of  his  work.   After  such  opportun- 
ity has  been  given,  if  the  teacher's  service  should  con- 
tinue to  be  unsatisfactory,  he  shall  be  so  notified  and 
shall  be  subject  to  charges  preferred  by  the  Superinten- 
dent, and  thereupon  shall  be  given  a  hearing  by  the 
Board  of  Education  under  provisions  of  the  State  Educa- 
tion Code. 

k.     Transfer  and  Appointment  Distinctions. 

A  "transfer"  is  the  movement  of  a  teacher  within  the 
same  instructional  division,  from  one  school  to  another. 

A  "transfer-and-appointment"  is  the  movement  of  a  teacher 
from  one  instructional  division  to  another. 

Original  appointment  to  the  San  Francisco  public  schools 
is  by  instructional  division:  elementary,  junior  high, 
senior  high,  junior  college,  adult,  vocational,  or 
child  welfare . 

Since  original  appointment  is  by  division,  in  the  case 
of  "transfer-and-appointment"  the  teacher  enters  upon  a 
probationary  period  in  the  new  division  unless  he 
already  has  tenure  there  because  of  previous  service. 

In  the  case  of  "transfer-and-appointment,"  the  teacher 
retains  his  tenure  in  the  division  from  which  he  moves, 
if  he  has  passed  probation.   Once  he  passes  probation 
in  the  second  division,  he  then  officially  chooses 
between  the  two. 

(continued) 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

ASSIGNMENT  AND  TRANSFER  (continued) 

5.  Reasons  for  Transfer .   The  school  situation  is  best 
served  when  teachers  are  assigned  in  accordance  with 
their  preparation  and  abilities  and  in  positions  in 
which  they  are  able  to  make  a  successful  personal 
and  professional  adjustment. 

Common  reasons  for  transfer  within  a  division  or  to 
another  division  include  the  following: 

a.  To  make  adjustments  following  consolidation  of 
classes. 

b.  To  increase  the  teacher's  background  of  educa- 
tional experience. 

c.  To  give  the  teacher  a  chance  to  succeed  in  a  new 
situation  after  a  period  of  service  which  has  not 
been  wholly  satisfactory. 

d.  To  solve  problems  of  personal  relationships. 

e.  To  assist  teachers  whose  present  assignments 
constitute  an  unreasonable  hardship. 

f .  To  provide  stimulation  by  change  of  assignment. 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 

TRANSFERS,  ADMINISTRATIVE  OR  SUPERVISORY 

When  a  teacher  who  has  been  transferred  to  an  administrative 
or  supervisory  position  in  the  San  Francisco  Public  Schools  is  no 
longer  required  in  said  administrative  or  supervisory  position,  he 
shall  be  entitled  to  be  re -transferred  to  the  regular  teaching  force 
to  a  position  equivalent  to  the  one  he  previously  held. 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 


PROBATION 


1.  Time  of  Classification.   All  probationary,  substitute, 
and  temporary  members  of  the  certificated  staff  shall  be  so  classi- 
fied at  the  time  of  their  appointments.   After  completing  three  years 
of  probationary  service  satisfactory  to  the  Superintendent  and  the 
Board,  without  having  been  terminated,  those  staff  members  who  are 
entitled  by  law  to  permanent  tenure  shall  be  so  classified. 

2.  Minimum  Days  of  Service  in  Year.  Probationary  teachers 
must  teach  at  least  seventy-five  per  cent  of  the  teaching  days  in 
any  one  year  to  obtain  credit  for  a  year  of  probationary  service. 

3.  Credit  Toward  Probationary  Period.  Effective  July  1,  I96I, 
when  an  employee  of  a  school  district  has  served  for  one  complete  school 
year  as  a  probationary  employee  of  the  district  in  a  position  requiring 
certification  qualifications  and  in  the  year  immediately  preceding  the 
service  as  probationary  employee  has  served  as  a  long-term  substitute 
employee  or  as  a  long-term  substitute  and  probationary  employee,  serving 
in  both  capacities  during  the  same  school  year  in  the  schools  of  the 
district  for  at  least  seventy-five  per  cent  of  the  number  of  days  the 
regular  schools  of  the  district  were  maintained,  such  year  of  employ- 
ment as  a  long-term  substitute  or  as  a  long-term  substitute  and  pro- 
bationary employee  shall  count  as  one  year  of  the  probationary  period 
which  he  is  required  by  law  to  serve  as  a  condition  to  being  classified 
as  a  permanent  employee  of  the  district. 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

PROBATION  -  CHILD  CARE  CENTERS 

1.  Time  of  Classification.   All  probationary,  substitute,  and 
temporary  members  of  the  certificated  staff  shall  be  so  classified  at 
the  time  of  their  appointments.   After  completing  three  years  of  proba- 
tionary service  satisfactory  to  the  Superintendent  and  the  Board,  a 
member  of  the  certificated  staff  shall  be  classified  as  permanent,  pro- 
vided that  the  Board  directs  or  permits  the  member  to  begin  service  in 
the  fourth  year 

2.  Minimum  Days  of  Service.   Probationary  teachers  must  teach 
seventy-five  per  cent  of  the  teaching  days  in  child  care  centers  to 
obtain  credit  for  a  year  of  probationary  service. 
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ARTICLE  k   -  PERSONNEL  -  CERTIFICATED 

EVALUATION  OF  TEACHING  SERVICES 

The  Principal,  near  the  end  of  each  semester,  on  dates 
to  be  established  by  the  Personnel  Coordinator,  shall  submit  to 
the  Superintendent,  on  forms  prepared  for  the  purpose,  written 
reports  on  the  service  of  all  full-time  probationary  and  long-term 
substitute  teachers;  on  any  probationary  assistant  principal  or 
department  head;  on  any  teacher,  when  requested  by  the  Superinten- 
dent because  of  recent  transfer  or  other  reason;  or  on  any  teacher 
whose  service  has  been  found  unsatisfactory. 

Similar  reports  shall  be  submitted  on  part-time 
probationary  teachers  near  the  end  of  each  semester  of  their 
first  full  year  of  employment.* 


*Most  part-time  probationers  never  serve  enough  time 
to  acquire  permanency;  as  a  result,  principals  might 
be  required  to  submit  reports  indefinitely  on  them, 
unless  relieved  by  this  provision,  which  actually  is 
present  practice. 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED,  CHILD  CARE 

EVALUATION  OF  TEACHING  SERVICES  -  CHILD  CARE  CENTERS 

The  head  teacher,  near  the  end  of  each  school  year,  or  oftener 
at  the  discretion  of  the  Director,  shall  submit,  on  forms  prepared  for 
the  purpose,  written  reports  on  the  service  of  all  regularly  assigned 
and  probationary  teachers,  both  full-time  and  part-time. 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 
TENURE 

1.  A  probationary  certificated  employee  who  has  not  been 
dismissed  under  the  provisions  of  law  shall  be  classified  as  permanent 
upon  completion  of  three  years  of  service. 

2.  Permanent  tenure  is  granted  to  classroom  teachers  and  to 
such  other  certificated  administrators  as  provided  by  the  City  Charter 
after  they  have  served  the  required  probationary  period. 

3.  It  shall  be  the  policy  of  the  Board  of  Education  to 
grant  permanent  tenure  only  to  those  certificated  employees  who  have 
clearly  and  fully  demonstrated  their  competency. 
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.ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

TENURE  -  CHILD  CARE  CENTERS 

Permanent  tenure  shall  be  available  to  certificated  child  care 
center  employees  as  provided  by  the  State  Education  Code. 

It  shall  be  the  policy  of  the  Board  of  Education  to  recognize 
and  reward  efficiency  in  service  and  to  grant  permanent  tenure  only  to 
those  who  have  clearly  and  fully  demonstrated  their  competency. 
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ARTICLE  h  -   PERSONNEL,  CERTIFICATED 

SEPARATION  -  PROCEDURE  FOR  DISMISSAL  OF  PROBATIONARY  TEACHERS 

When,  in  the  opinion  of  the  Superintendent, there  exists  cause 
for  dismissal  of  a  probationary  certificated  employee,  the  Superinten- 
dent shall  prepare  written  charges  specifying  the  grounds  alleged  to 
exist  for  dismissal.   Such  charges  shall  be  filed  with  the  Board  of 
Education  by  the  Superintendent,  and  the  Superintendent  shall  then 
also  give  notice  to  the  said  certificated  employee  that  he  will  be 
dismissed  at  the  end  of  the  current  school  year  upon  the  grounds 
stated  in  the  notice ;    the  notice  shall  further  state  that  the  said 
employee  may  demand  a  hearing  upon  the  said  charges  before  the  Board 
of  Education,  as  hereinafter  provided.   Said  notice  must  be  in  writing 
and  either  delivered  personally  to  the  said  employee  or  sent  by 
certified  mail  to  his  last  known  address  as  shown  in  the  personnel 
records  of  the  school  district.   A  copy  of  the  charges  shall  be  given 
with  the  notice,  together  with  a  copy  of  these  regulations. 

In  the  event  that  the  employee  requests  a  hearing  such 
hearing  shall  be  conducted  in  accordance  with  the  provisions  of 
Section  l^kkk   of  the  State  Education  Code. 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 

SEPARATION  -  DISMISS  AIS,  CERTIFICATED  EMPLOYEES 

1.  General  Provisions.   Services  of  certificated  employees 
may  be  terminated  only  in  accordance  with  the  provisions 
of  the  State  Education  Code.   Termination  of  services  of 
such  employees  is  to  be  initiated  upon  the  recommendation 
of  the  Superintendent  of  Schools. 

2.  Substitute  Teachers.   Substitute  teachers  may  be 
dismissed  at  any  time. 

3.  Temporary  Teachers .  During  the  first  three  months  of  any 
school  term  temporary  teachers  may  be  dismissed.   If 
retained  after  such  period,  they  become  probationers, 
probationary  status  being  retroactive  to  the  first  date 
of  employment. 

h.     Probationary  Teachers .  During  the  school  year  they  may 
be  dismissed  for  cause  only,  as  in  the  case  of  permanent 
teachers.  At  the  end  of  the  school  year  they  may  be 
terminated,  provided  that  proper  notice  has  been  given 
on  or  before  the  15th  day  of  May.  Such  dismissal  shall 
be  for  cause  only,  and  in  the  event  a  hearing  has  been 
requested,  it  shall  be  conducted  under  the  provisions 
of  the  Administrative  Procedure  Act,  as  set  forth  in  the 
Government  Code. 

If  charges  are  to  be  filed,  the  recommendation  shall  be 
submitted  to  the  Superintendent  not  later  than  March  15- 

5.  Permanent  Teachers.  When  a  recommendation  for  dismissal 
is  submitted  by  a  member  of  the  administrative  staff,  it 
shall  be  reviewed  by  the  Legal  Adviser  for  sufficiency 
of  evidence  prior  to  submission  to  the  Superintendent. 

Pending  investigation  of  any  of  said  causes  for  suspen- 
sion, and  prior  to  action  taken  by  the  Board  of  Educa- 
tion, the  Superintendent  may  order  the  employee  not  to 
report  for  duty,  but  said  employee  shall  be  paid  his 
regular  compensation  during  such  period. 

Immediate  suspension  of  the  employee  shall  be  made  upon 
the  acceptance  of  charges  by  the  Board  of  Education,  on 
the  following  grounds : 

a.  Immoral  conduct 

b.  Incompetency  due  to  mental  disability 

c.  Conviction  of  a  felony  or  any  crime  involving 

moral  turpitude 

d.  Knowing  membership  in  the  Communist  Party  or 

violation  of  any  provision  in  Sections 
12951-12958,  inclusive,  cf  the  State  Education 
Code. 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

DISMISSAIS  __  CHILD  CARE  CENTERS 

Child  Care  Center  employees  in  teaching  positions  may  be 
dismissed  only  in  accordance  with  Section  13^44  of  the  State  Education 
Code. 
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ARTICLE  h   -  PERSONNEL,  CERTIFICATED 

REINSTATEMENT  OF  FORMER  TEACHER  WHO  RESIGNS  OR  RETIRES 
BECAUSE  OF  ILLNESS 

If  a  permanent  teacher  who  has  been  absent  because  of  illness 
or  on  sick  leave  for  two  successive  years  is  not  sufficiently  recovered, 
in  the  judgment  of  the  medical  adviser  to  the  Board  of  Education,  to 
resume  his  teaching  duties  at  the  start  of  the  school  year,  and  if  he 
is  ineligible  for  disability  retirement  benefits,  he  shall  be  requested 
to  submit  his  resignation  within  thirty  days  to  the  San  Francisco 
Unified  School  District.   If  a  teacher  who  resigns  under  these  circum- 
stances requests  reinstatement  within  three  years  of  his  resignation, 
and  if  the  medical  adviser  of  the  Board  of  Education  finds  him  fit  for 
duty,  the  name  of  such  teacher  shall  be  placed  on  the  appropriate 
preferred  eligibility  list,  and  he  shall  be  reinstated  in  the  type  of 
teaching  position  last  held  before  his  resignation.   The  teacher  so 
reinstated  shall  be  entitled  to  permanent  status  and  to  the  teacher's 
salary  status  acquired  while  in  service.   If  the  teacher  does  not  so 
resign,  he  shall  not  be  entitled  to  the  reinstatement  privileges  of 
this  regulation. 

This  regulation  shall  not  apply  to  those  permanent  teachers 
who  have  been  granted  disability  retirement  benefits,  they  being  entit- 
led to  reinstatement  under  the  regulations  of  the  City  Employees ' 
Retirement  System. 

The  Board  of  Education  may  require  a  teacher  to  give  thirty 
days  notice  of  intention  to  resign. 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 

RE-EMPLOYMENT  OF  FORMER  TEACHERS  -  CHILD  CARE  CENTERS 

The  Child  Care  Centers  Division  follows  the  provisions  pertain- 
ing to  re -employment  of  former  teachers  stated  in  Section  16626, 
Chapter  5 ,   State  Education  Cede. 
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.ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

SUBSTITUTE  TEACHERS 

Sections  7. 31,  7-32  and  7-33?  Salary  Schedule,  cover  definition 
and  classification  of  substitute  teachers. 

Employment  of  Retired  Teachers  as  Day-to-day  Substitutes.   The 
Board  authorized  the  Superintendent,  effective  July  1,  1958>  to  recommend 
for  employment  as  day-to-day  substitutes  teachers  who  have  retired  from 
the  San  Francisco  Unified  School  District,  pursuant  to  the  conditions 
and  limitations  as  set  forth  in  Section  1^-376  of  the  California  Education 
Cede. 
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ARTICLE  1+  -  PERSONNEL,  CERTIFICATED 

PRACTICE  TEACHERS 

The  school  district  provides  teaching  experience  for  college 
students  through  a  practice  teaching  program  in  the  schools  in  accord- 
ance with  the  provisions  set  forth  in  the  State  Education  Code  Sections 
1095  and  13158-59. 

The  teacher  training  institution  enters  into  an  agreement 
with  the  governing  board  in  accordance  with  the  provisions  of  the  Educa- 
tion Code  and  supervises  the  program  with  assistance  of  personnel  in  the 
individual  school  to  which  the  student  is  assigned. 

A  certificate  identifying  the  student  as  a  practice  teacher  is 
issued  by  the  Personnel  Division  at  the  request  of  the  teacher  training 
institution.  This  certificate  will  introduce  the  student  to  the  princi- 
pal of  the  school  in  which  the  student  is  to  receive  his  training. 
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ARTICLE  h   -  PERSONNEL,  CERTIFICATED 
THE  TEACHER  -  ACTIVITIES 

1.  Requests  for  Assistance.   Teachers  are  encouraged  to  ask 
the  principal  for  assistance  on  any  matters  that  relate 
to  their  school  duties.   The  school  problems  of  a  teacher 
should  first  be  taken  to  the  principal  and  afterwards, 
generally  with  the  approval  of  the  principal,  to  other 
supervisory  or  administrative  officers  in  the  district. 
Nothing  in  this  regulation  must  be  construed  as  denying 
to  any  teacher  the  opportunity  to  consult  with  any  super- 
visory or  administrative  officer  in  the  district. 

2.  Cooperation  with  Principal  and  Responsibility  for  Order . 
Teachers  shall  follow  the  principal's  instructions  and 
cooperate  with  him  at  all  times  in  all  matters  necessary 
for  the  general  welfare  of  the  school,  not  only  during 
school  hours,  but  also  during  recess  and  other  inter- 
missions, and  before  and  after  school  hours.   He  shall  be 
responsible  for  the  discipline  and  work  in  his  classroom 
and  shall  assist  in  the  general  supervision  of  pupils 

on  the  school  premises,  in  yard,  hall,  and  on  stairways, 
*and  in  going  to  and  returning  from  school. 

*Section  13557,  Education  Code 

3.  Use  and  Care  of  Equipment;  Ventilation,  Temperature;  Light; 
Health  Regulations .   Teachers  shall  take  all  reasonable 
precautions  to  secure  proper  ventilation,  temperature , and 
light  and  shall  observe  health  regulations*  as  established. 
They  shall  take  the  same  precautions  to  insure  the  care  of 
furniture,  apparatus,  instructional  materials,  and  other 
equipment  in  the  classroom. 

* Administrative  Regulations  R  Ul30 

k.      Tardiness.   Teachers  shall  arrive  for  duty  fifteen  minutes 
before  their  school  day  begins.   Teachers  shall  be  reported 
to  the  assistant  superintendent  of  the  division  when  tardy 
a  total  of  three  or  more  times  in  any  one  month.   Frequent 
or  habitual  tardiness  will  be  considered  neglect  of  duty. 

5.  Notice  of  Change  in  Name  or  Residence.   It  is  the  duty  of 
the  teacher  to  give  immediately  to  the  principal  of  the 
school  in  which  he  is  employed  and  to  the  Coordinator  of 
Personnel  notification  of  change  in  name,  residence,  and 
telephone  number. 

6.  School  Records,  Instruction  books ,  Supplies  and  Materials . 
Upon  separation  from  service  in  any  school  by  transfer  or 
otherwise,  teachers  must  leave  in  said  school  all  official 
records  and  record  books,  instruction  books  (including 
"Teachers'  Editions"),  supplies,  and  materials  belonging 
to  that  school. 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

THE  TEACHER  -  ACTIVITIES 

Cutside  Activities  in  School  Hours .   Teachers  shall  not  work 
on  personal  matters  during  school  hours ,  whether  such  work 
involves  calling  at  the  office  of  the  Board  of  Education, 
using  school  telephones,  writing  letters  during  school  time, 
or  in  any  other  way  employing  school  facilities  or  time  for 
such  activities.   Action  may  be  taken  against  any  employee 
of  the  district  who  violates  this  regulation. 


Ill30.1 

1961  p  ii{{ 


Policy  Manual  P  ^131 

RETICLE  k   -  PERSONNEL,  CERTIFICATED 

PROFESSIONAL  GROWTH 

In-Service  Program.  Participation  in  the  in-service  education 
program  as  a  means  of  self -development  and  of  keeping  abreast  of  the 
profession  shall  be  regarded  as  an  essential  part  of  each  employee's 
contract  as  well  as  an  opportunity  for  advancement  professionally  and 
materially.   A  program  of  in-service  education  shall  be  developed  and 
administered  throughout  the  instructional  department  by  the  Coordinator 
of  Curriculum,  the  Coordinator  of  Salaries,  and  the  Curriculum 
In-service  Committee  appointed  by  the  Superintendent.  Records  of  the 
program  and  of  its  completion  by  employees  shall  be  made  a  part  of  the 
files  of  the  Salary  Coordinator,  and  the  records  of  accomplishment  shall 
be  considered  by  the  Personnel  Coordinator  in  matters  affecting  promo- 
tions or  in  fixing  salaries. 


1962  P  ^131 


Policy  Manual  p  4131.1 

ARTICLE  k  -   PERSONNEL,  CERTIFICATED 
PROMOTIONS 

Candidates  for  promotion  are  required  to  furnish  the 
Personnel  Division  all  necessary  data  to  assist  in  the  evaluation  of 
the  candidates'  applications.  Merit  for  promotions  shall  be  deter- 
mined from  adequate  and  reliable  written  reports  upon  the  service  of 
the  applicant  or  eligible  and  from  certified  evidence  of  increased 
education  and  training  for  the  particular  advanced  service. 

(See  Mministrative  Regulations  R  4131.1 ) 


1962  P  4131.1 


Cert.  P  1^132^ 
Policy  Manual  Non-cert.  P  ^232 

ARTICLE  h   -  PERSONNEL,  CERTIFICATED  AND  NON-CERTIFICATED 

PUBLICATION  OF  ARTICLES  AND  PRODUCTIONS  BY  EMPLOYEES 

The  limitations  on  use  of  productions  of  employees  in  the 
public  schools  is  governed  by  Section  9256  of  the  State  Education  Code, 
which  clearly  states  that  no  member  of  the  school  governing  board, 
officer,  or  employee  of  the  school  district  shall  act  as  agent  for  any 
author,  publisher,  bookseller,  or  other  person  to  introduce  any  booh, 
apparatus,  furniture,  or  to  contract  for,  or  receive  any  gift  or  reward 
for  introducing  or  recommending  the  article.  This  section  does  not 
prohibit  a  teacher  in  the  school  district  from  receiving  royalties  or 
other  compensation  from  the  publisher  or  producer  of  a  book  or  other 
instructional  material  written  and  designed  by  the  teacher  and  adopted 
or  purchased  by  the  State  or  by  any  school  district,  other  than  compen- 
sation paid  as  commission  to  the  teacher  for  negotiating  sales  to  the 
district  by  which  the  teacher  is  employed.   No  district  shall  have  or 
claim  the  right  to  receive  any  such  royalty  or  compensation  due  to  any 
teacher  employed  by  the  district  unless  the  material  was  prepared  during 
the  normal  school  day  during  which  the  teacher  is  required  to  be  on  duty. 

Violations  of  the  above  regulations  shall  be  deemed  as 
unprofessional  conduct. 


Cert.  P  U132' 
1961  Non-cert.  P  1^232 


Policy  Manual  Cert.  -  P  4133'- 

Won- cert.  -  P  U222 

ARTICLE  h   -  PERSONNEL,  CERTIFICATED  AND  NON- CERTIFICATED 

POLICY  RELATIVE  TO  ATTENDANCE  AT  CONVENTIONS 

1.  The  President  of  City  College  and  the  Legal  Adviser  may 
attend  one  out-of-state  convention  and  two  state 
conventions  each  year. 

2.  Assistant  Superintendents  and  the  Chief  of  the  Division 
of  Fiscal  Control  may  attend  one  out-of-state  convention 
and  one  state  convention  each  year. 

3.  Coordinators  "A"  may  attend  one  out-of-state  convention 
in  their  respective  fields  every  two  years ,  and  one 
state  convention  each  year. 

k.      Coordinators  "B"  and  Directors  may  attend  one  out-of- 
state  convention  in  their  respective  fields  every  three 
years  and  one  state  convention  each  year. 

5.  Supervisors  may  attend  one  state  convention  each  year 
in  their  respective  fields. 

6.  Secondary  School  Principals  may  attend  one  state  conven- 
tion each  year.   One  Principal  from  each  educational 
level—senior  high,  junior  high,  and  elementary — may 
attend  one  out-of-state  convention  each  year.  Selection 
is  to  be  made  on  the  basis  of  the  recommendation  of  the 
Assistant  Superintendent  in  charge  of  the  division. 

7.  Ten  Elementary  School  Principals  may  attend  one  state 
convention  each  year. 

8.  Any  certificated  employee  below  the  rank  of  principal 
who  is  an  officer  of  a  state,  regional,  or  national 
educational  organization,  or  who  has  been  regularly 
elected  by  his  local  organization  to  represent  the 
organization  at  a  state,  regional,  or  national  conven- 
tion, or  is  on  a  program  of  such  a  convention  or  con- 
ference, may  be  excused  without  loss  of  salary  to 
attend  such  convention  at  no  other  expense  to  the 
district. 

9.  Upon  the  recommendation  of  the  President  of  City  College, 
one  member  of  his  administrative  staff  may  attend  one 
out-of-state  convention  each  year.   Other  members  of  his 
administrative  staff  may  attend  one  state  convention 
each  year. 

10.  Upon  recommendation  of  the  Superintendent,  three 

non-certificated  employees  may  be  designated  to  attend 
state  conventions  each  year. 

(continued) 
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Policy  Manual  Cert.-P  1+133' 

Non-cert.-P  4222 
ARTICLE  h   -  PERSONNEL, 

CERTIFICATED  AND  NON- CERTIFICATED 

POLICY  RELATIVE  TO  ATTENDANCE  AT  CONVENTIONS  (continued) 

11.  One  Assistant  Principal  from  each  educational  level — 
senior  high,  junior  high,  and  elementary — may  attend 
such  professional  and  educational  meetings  annually 
as  may  be  recommended  by  the  Superintendent  and 
approved  by  the  Board  of  Education. 

12.  From  one  to  seven  teachers  may  attend  professional 
and  educational  meetings  annually  upon  recommendation 
of  the  Superintendent  and  approval  of  the  Board  of 
Education. 


1961  P  4133' 

P  4222 
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Policy  Manual  Cert.  P  4133 

Non-cert.  P  4222.1 
ARTICLE  k   -  PERSONNEL 

REIMBURSEMENT  FOR  TRAVEL  EXPENSES 

Employees  shall  be  reimbursed  by  the  School  District  for  actual 
and  necessary  travel  expenses  incurred  when  attending  conventions  or  con- 
ferences or  performing  services  for  the  School  District  when  such  travel 
or  service  has  been  authorized  by  resolution  of  the  Board  of  Education. 

Members  of  the  Board  of  Education,  the  Superintendent,  and  the 
Legal  Adviser  shall  be  entitled  to  the  same  travel  allowance  for  travel 
performed  on  behalf  of  or  under  authority  of  the  San  Francisco  Unified 
School  District,  as  designated  in  the  Annual  Travel  Ordinance  as  adopted 
by  the  Board  of  Supervisors  for  officers  of  the  City  and  County  of 
San  Francisco. 

Automobile  Allowance  in  Lieu  of  Railroad  Fare.  Employees  who 
are  authorized  by  Board  resolution  to  attend  meetings  with  expenses  paid 
may  travel  by  private  automobiles  in  lieu  of  travel  by  bus,  railroad  or 
air  lines.   The  following  regulations  cover  reimbursement  for  travel  by 
private  automobile  in  lieu  of  common  carrier: 

1.  The  allowance  for  travel  will  be  based  on  first  class 
round  trip  railroad  fare,  without  tax  (exclusive  of  Pullman  accommoda- 
tions) between  San  Francisco  and  the  point  of  destination.   If  a  private 
automobile  is  used,  the  name,  model,  year,  and  license  number  of  the 
automobile  must  be  shown  on  the  travel  expense  voucher  with  the  state- 
ment "traveled  by  private  automobile  in  lieu  of  transportation." 

2.  If  two  or  more  officers  or  employees  of  the  school 
district  are  authorized  to  attend  the  same  meeting  within  the  state  and 
travel  in  the  same  automobile  on  the  same  trip,  mileage  may  be  allowed 
in  accordance  with  the  established  rate  per  mile,  on  the  basis  of  the 
official  mileage  between  San  Francisco  and  the  place  at  which  the  meet- 
ing is  held,  as  established  by  the  State  Division  of  Highways  or  the 
California  State  Automobile  Association.   If  mileage  is  claimed  under 
this  provision,  the  official  or  employee  in  whose  car  the  trip  is  being 
made  shall  secure  the  official  mileage  from  the  Division  of  Fiscal 
Control  and  shall  indicate  on  the  expense  voucher  the  names  of  the 
persons  traveling  in  the  car.   The  person  in  whose  car  the  trip  is 
irade  will  claim  the  mileage.   The  other  riders  will  indicate  on  their 
travel  expense  voucher  in  whose  car  the  trip  was  made  and  will  show 

no  claim  for  transportation. 


1961  Cert.  P  Ui33.lv 

Non-cert.  P  1+222.1 


Cert.   P  K±Zk'J 
Policy  Manual  Non-cert.   P  ^23^ 

ARTICLE  it-   -  PERSONNEL,    CERTIFICATED  AND  NON-CERTIFICATED 

TUTORING 

Private  Teaching  for  Pay.   No  administrator,  teacher,  or 
non-certif icated  employee  shall  give  private  lessons  or  instruction 
for  pay  to  any  pupil  who  is  a  member  of  the  school  or  class  in  which 
the  administrator,  teacher,  or  non-certificated  employee  is  employed; 
nor  shall  he  use  any  room  or  building  of  the  public  schools  for  the 
purpose  of  giving  private  lessons  or  instruction  for  pay. 


Cert.  P  I+I3W 
I96I  Non-cert.  P  ^23!+ 


Policy  Manual  P  1+135   certificated 

P  1+225  -  non-certif- 
ARTICLE  h   -  PERSONNEL  icated 

CERTIFICATED  AND  NON- CERTIFICATED 

ACTIVITIES 

Membership  in  Professional  and  Employee  Organizations.   The 
Board  of  Education  has  approved  the  following  policies  for  the  district 
covering  membership  in  professional  and  employee  organizations: 

1.  Teachers  and  all  other  employees  of  the  Board  of 
Education  shall  have  complete  freedom  in  selecting 
the  professional  or  employee  organizations  which  they 
may  wish  to  join,  without  coercion  of  any  kind  from 
any  administrative  officer  or  other  school  employee. 

2.  Whatever  courtesies  are  extended  to  any  employee 
organization  in  the  schools  shall  be  fully  and 
unreservedly  extended  to  all  employee  organizations. 

3.  The  use  of  any  coercion  or  pressure  by  any  principal 
or  other  administrative  officer  or  other  school 
employee  to  influence  any  teacher  or  other  employee 
to  join  or  refrain  from  joining  any  organization 
shall  be  deemed  to  be  unprofessional  conduct. 

1+.   The  Superintendent  of  Schools  shall  call  attention 
to  this  regulation  at  the  beginning  of  each  school 
term  by  means  of  a  notice  in  the  Superintendent's 
Bulletin  (San  Francisco  Public  Schools  Bulletin). 


I96I  P  1+135 -'-  certificated 

P  1+225  -  non-certif- 
icated 


Policy  Manual  P  ^135-  lv' -  certificated 

P  1+225-1  -  non-certificated 
.ARTICLE  k   -  PERSONNEL 

CERTIFICATED  AND  NON- CERTIFICATED 

EMPLOYEE  ORGANIZATIONS 

1.  Distribution  of  Materials  in  Schools  by  Employee 
Organizations .  All  organizations  of  school  employees 
may  use  school  delivery  service  once  a  month  for 
transmitting  notices  to  employees.   Such  materials 
shall  be  presented  for  delivery  clearly  addressed  to 
each  school,  properly  packaged  or  sealed  in  envelopes, 
and  with  a  completed  approval  form  for  delivery  and 
attached  sample  on  file.   The  Superintendent  assumes 
no  responsibility  for  the  content  of  such  material. 

2.  Names  and  Addresses  of  School  Employees.   Employee 
organizations  desiring  names  and  addresses  of  school 
district  employees  shall  submit  a  written  request  to 
the  Superintendent.   Only  one  list  shall  be  furnished 
an  organization  each  year,  the  former  listing  held  by 
the  organization  to  be  returned. 

Other  organizations  or  firms  desiring  names  and 
addresses  of  certificated  employees  shall  make  arrange- 
ments with  the  Personnel  Coordinator  to  send  in  a 
representative  to  copy  the  lists  from  the  school 
record. 


I96I  P  l4-i35.lV-  certificated 

P  U225.1  -  non-certificated 


Policy  Manual  Certificated  -  P  k-136^ 

Non-certificated  -  P  4226 

ARTICLE  k   -  PERSONNEL  -  CERTIFICATED  AND  WOW-CERTIFICATED 

POLITICAL  ACTIVITY 

All  political  activity  relative  to  any  candidate  is  prohibited 
on  school  grounds  during  school  hours. 

All  political  activity  relative  to  issues  or  propositions  is 
prohibited  on  school  grounds  during  school  hours  unless  expressly 
approved  by  the  Board  of  Education. 

This  policy  is  in  conformity  with  Section  13004  of  the 
State  Education  Code,  -which  reads  as  follows : 

Political  Activities.   Weither  any  local  legisla- 
tive body  nor  any  school  district  governing  board 
shall  enact  or  enforce-  any  ordinance  or  promulgate 
or  enforce  any  rule  or  regulation  which  limits, 
*during_  their  off  -duty  hours ,  the  participation 
of  school  employees  in  political  activities 
not  prohibited  by  this  code. 

•^underscore  ours 


1961  Cert.  P  4l36v 

Won-cert.  P  4226 


Policy  Manual  Cert.-P  l]lAOv' 

Won- cert. -P  ^230 
ARTICLE  k   -  PERSONNEL, 

CERTIFICATED  AND  NOW-CERTIFICATED 

ATTEWDAWCE  AT  MEETINGS  CALLED  BY  THE  STATE  SUPERINTENDENT 
OF  PUBLIC  INSTRUCTION  AT  THE  STATE  CAPITAL 
AND  OTHER  CALIFORNIA  CITIES 

The  Members  of  the  Board  of  Education  and  the  Superintendent 
of  Schools  are  authorized  to  attend  such  meetings  as  may  be  called  by 
the  State  Superintendent  of  Public  Instruction  at  Sacramento  or  other 
cities  in  the  state  or  to  transact  business  with  the  State  Department 
of  Education  at  Sacramento. 

The  Superintendent  is  authorized  to  send  members  of  his 
staff  to  Sacramento  to  transact  business  with  the  State  Department  of 
Education  as  may  be  required  in  connection  with  matters  pertaining  to 
accounting,  attendance,  credentials,  curriculum,  finance  and  retire- 
ment. Expenses  are  to  be  allowed  and  paid  from  funds  appropriated 
for  such  activities. 


1961  P  U1U0* 

P  U230 


Policy  Manual  P  lil^l 

ARTICLE  k   -  PERSONNEL,  CERTIFICATED 
SALARY  GUIDES 

1.  Salary  and  Method  of  Payment .   Compensation  of  certifi- 
cated employees  shall  be  fixed  in  accordance  with  salary  and  wage 
schedules  authorized  by  the  Board  of  Education.   Salaries  shall  be 
paid  monthly  in  twelve  equal  installments  each  year  except  as  provided 
otherwise. 

2.  Adoption  of  Salary  Schedule.   A  salary  schedule  adopted 
by  the  Board  is  in  effect  only  for  the  year  for  which  it  was  adopted. 
The  adoption  of  a  salary  schedule  repeals  all  former  policies  and 
regulations  in  conflict  with  the  provisions  of  the  newly  adopted 
schedule. 

3.  Establishing  Salaries.   The  Board  of  Education  has  the 
power  to  fix,  alter,  and  approve  all  salaries  and  compensations  of 
teachers  and  all  other  persons  employed  by  the  school  district. 


1962  P  lain 


Policy  Manual  p  I+I50 

ARTICLE  k  -   PERSONNEL,  CERTIFICATED 
HEAVES  OF  ABSENCE 

1.  Leaves  of  Absence  for  Personal  Business. 

a.  Such  leaves  may  be  granted  by  the  Board  of  Education 
upon  the  recommendation  of  the  Superintendent  for  a 
period  of  one  year.   The  Board,  upon  recommendation  of 
the  Superintendent,  may  extend  such  leaves  for  a  period 
not  to  exceed  a  total  of  two  years  from  the  beginning 
of  the  original  leave.   If  such  leave  terminates  during 
the  last  two  months  of  any  school  term,  such  leave 
shall  be  extended  to  the  end  of  that  term  upon  recommen- 
dation of  the  Superintendent. 

In  all  cases  of  leaves  for  personal  business,  the  appli- 
cant must  state  in  the  request  for  leave  the  exact  nature 
of  the  personal  business  for  which  leave  is  desired. 
The  Superintendent's  decision  shall  be  conclusive. 

b.  Leaves  of  Absence  for  Personal  Business  Granted  by  the 
Superintendent .   The  Board  of  Education  delegates  to 
the  Superintendent  the  authority  to  grant  any  leave  of 
absence  in  conformity  with  the  policies  and  regulations 
of  the  Board  pertaining  to  leaves  for  a  period  not  to 
extend  beyond  twenty  school  days  without  submission  of 
the  request  to  the  Board  of  Education  for  approval. 

c.  Emergency  Leave.   A  member  of  the  certificated  staff 
may  be  absent  without  pay  because  of  an  emergency  for 
a  period  not  to  exceed  three  school  days. 

2.  Leaves  of  Absence  for  Professional  Meetings  Without  Loss 
of  Pay.   Leaves  may  be  granted  by  the  Board  of  Education 
for  the  purposes  of  visiting  schools,  attending  profession- 
al meetings,  or  carrying  out  special  assignments  of  school 
work.   All  traveling  expenses  are  subject  to  approval  by 
the  Board. 

The  Superintendent  shall  be  empowered  to  excuse  employees 
for  such  purposes  for  a  period  not  to  exceed  two  school 
days,  except  that  when  a  substitute  is  needed  or  other 
expenses  to  the  School  District  are  involved,  approval 
must  be  given  by  the  Board. 

3 .  Leaves  of  Absence  for  Professional  Growth ,  Which  Includes 
Travel  and  Study  (Other  Than  Sabbatical  Leave).   Upon  the 
recommendation  of  the  Superintendent,  the  Board  of  Educa- 
tion may  grant  leaves  of  absence  for  professional  growth 
for  a  period  of  one  year. 

Upon  the  recommendation  of  the  Superintendent,  the  Board 
may  grant  an  extension  of  this  leave  for  professional 
growth  for  a  period  not  to  exceed  one  additional  year. 

(continued) 
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Policy  Manual  P  4150 

ARTICLE  h  -   PERSONNEL,  CERTIFICATED 

LEAVES  OF  ABSENCE   (continued) 

k.     Required  Service  After  Return  From  Leave .   When  a  certif- 
icated employee  has  returned  from  a  leave  of  absence  for 
travel,  study,  or  personal  business,  he  must  serve  a 
period  of  three  school  years  in  the  San  Francisco  Unified 
School  District  before  he  -will  be  eligible  for  an  addi- 
tional leave  of  absence  for  these  purposes  (one  year  shall 
be  at  least  75  per  cent  of  the  days  required ) . 

5.  Leaves  of  Absence  for  Exchange  Purposes.   Such  leaves 
shall  be  governed  by  the  provisions  of  the  California 
Education  Code  and  the  administrative  regulation  R  i+150 
of  the  Board  of  Education  not  in  conflict  therewith. 

6.  Leaves  of  Absence  for  Care  of  Relative  Who  is  111. 
Leaves  of  absence  may  be  granted  persons  to  care  for 
first  degree  relatives  or  other  relative  of  the  immediate 
household  for  a  period  of  six  months.   If  such  leave 
terminates  during  the  last  two  months  of  any  school  term, 
such  leave  shall  be  extended  to  the  end  of  that  term  upon 
the  recommendation  of  the  Superintendent.. 

The  Board  of  Education,  upon  recommendation  of  the  Super- 
intendent, may  extend  such  leaves  for  a  period  not  to 
exceed  a  period  which  will  make  a  total  of  two  years  from 
the  beginning  of  the  original  leave.   Immediate  family 
shall  include  husband,  wife,  children,  parents  (or  other 
person  who  has  actually  served  in  the  capacity  of  a 
parent), brothers  and  sisters,  or  other  relatives  of  the 
immediate  household. 

7.  Leaves  of  Absence  -  Adult  Division  -  Decreased  Enrollment. 
Upon  the  recommendation  of  the  Superintendent,  leaves  of 
absence  without  compensation  may  be  granted  for  one-year 
periods  and  renewed  annually  thereafter  upon  request  of 
teachers  in  the  Adult  Division  when  their  classes  are  too 
small  to  justify  continuance  at  the  time. 

8.  Absence  for  X-Ray  Examination.   The  Principal  may  excuse  a 
teacher  or  a  non-certificated  employee  for  a  limited 
period  of  time  for  the  purpose  of  securing  an  X-ray  exam- 
ination as  required  by  the  school  district. 

9.  No  Leaves  of  Absence  Granted  During  Probationary  Period. 
No  leave  of  absence  for  travel,  study,  or  personal  busi- 
ness shall  be  granted  to  a  certificated  employee  during 
his  period  of  probation,  except  in  such  instances  as  the 
Superintendent  may  recommend  for  the  benefit  of  the 
school  district. 

(continued) 


-3- 

Policy  Manual  P  I4-I50 

RETICLE  k   -  PERSONNEL,  CERTIFICATED 

LEAVES  OF  ABSENCE   (continued) 

10-   Notification  of  Expiration  of  Leave .   A  certificated 
employee  on  leave  of  absence  shall  notify  the  Superin- 
tendent in  writing  at  least  two  weeks  in  advance  of  the 
expiration  of  such  leave  of  his  intention  to  return  to 
school  duties.  Where  leave  extends  over  the  summer  or 
Christmas  vacation  period,  he  shall  give  notice  in 
writing  of  his  intention  to  return  to  school  duties  at 
least  six  weeks  before  the  close  of  the  school  term 
preceding  termination  of  leave.   The  Superintendent  is 
empowered  to  waive  this  provision  whenever  the  person 
is  physically  unable  to  send  such  notice. 

11.  Assignment  of  Certificated  Employees  Upon  Return  to 
Duty  from  Leave.   Such  employee  upon  return  from  leave 
of  absence  or  from  absence  due  to  illness  shall  be 
assigned  to  a  position  similar  to  that  which  he  left. 

12.  Unprofessional  Conduct.  Certificated  employees  obtain- 
ing leave  of  absence  through  misrepresentation  shall  be 
deemed  guilty  of  unprofessional  conduct. 


1961  P  1+150 
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.ARTICLE  k  -   PERSONNEL,  CERTIFICATED 

ABSENCE  -  FOREIGN  EXCHANGE  TEACHERS 

Foreign  exchange  teachers  on  duty  in  this  district  are 
permitted  to  absent  themselves  from  duty  for  a  period  not  to  exceed 
five  days  to  engage  in  activities  in  furtherance  of  the  program  for 
international  understanding.   Substitutes  are  to  be  provided;  absence 
is  to  be  approved  in  advance  by  the  Personnel  Coordinator  and  the 
school  principal. 


Res.#c6-21S8,  6-21-60 

I962  P  U150.1 
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ARTICLE  h  -   PERSONNEL,  CERTIFICATED 

ABSEKCES  BECAUSE  OF  ILLNESS. 

1.  Period  of  Absence.  Members  of  the  certificated  staff  who 
are  absent  from  duty  because  of  personal  illness  will  be  marked  "absent" 
for  a  period  not  in  excess  of  five  months  in  any  one  school  year.   A 
leave  is  not  required  for  this  period.   After  five  months  a  Board  leave 
is  required.   However,  should  the  number  of  free  days  accumulated  exceed 
the  five  months,  absence  will  be  honored  until  the  free  days  are 
exhausted,  and  a  Board  leave  will  not  be  required  unless  the  period  of 
absence  exceeds  these  days. 

Absence  because  of  illness,  accident,  or  quarantine  shall  be 
governed  by  provisions  of  the  Education  Code  and  the  policies  and  regula- 
tions adopted  by  the  Board  of  Education  which  are  not  in  conflict  there- 
with. 


Illness, 


Local  Board  Regulations  Governing  Absence  Because  of 


a.  Salary  allowance  for  days  absent  because  of  illness, 
accident  or  quarantine  shall  be  made  in  accordance 
with  the  provisions  of  the  salary  schedule  in  force 
at  the  time  of  the  absence. 

b.  When  a  certificated  employee  has  been  absent 
because  of  illness,  accident,  or  quarantine  and 
has  received  full  sick  leave  for  the  time  allowed 
during  one  school  year,  his  request  for  an  extension 
of  such  absence  for  the  following  school  year  will 
be  granted  only  when  it  is  recommended  by  the 
Medical  Adviser  of  the  Board  of  Education  to  the 
Superintendent  for  approval  by  the  Board. 

c.  An  employee  absent  because  of  illness  for  more 
than  five  school  days  must  submit  a  medical  certif- 
icate containing  a  diagnosis;  for  an  extended  illness 
a  certificate  must  be  submitted  monthly. 

d.  An  employee  returning  to  duty  following  a  continuous 
absence  of  thirty  teaching  days  or  more  because  of 
illness  must  report  to  the  Medical  Adviser  of  the 
Board  of  Education  for  examination  and  verification 
of  fitness  to  return  to  duty. 

e.  Leaves  of  absence  because  of  illness  may  be  obtained 
by  any  certificated  employee  upon  request  sent 
through  the  principal  or  head  of  the  division  to  the 
Coordinator  of  Personnel. 


(continued) 
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ARTICLE  k   -   PERSONNEL,  CERTIFICATED 

ABSENCE  BECAUSE  OF  ILLNESS  (continued) 

3.   Leaves  of  Absence  Following;  Five  Months  Absence  Because 
of  Illness.   The  five  months  or  ICO  days  sick  leave  allowed  in  one 
school  year  includes  personal  accumulated  sick  leave.   Certificated 
employees  who  are  unable  to  return  to  duty  following  the  period  of  five 
school  months  for  which  they  receive  sick  leave  allowance  and  after 
exhaustion  of  accumulated  free  sick  days  shall  be  granted  a  leave  of 
absence  without  salary  allowance  for  a  period  not  to  extend  beyond  the 
end  of  the  school  year  in  which  the  absence  because  of  illness  occurs. 
If ,   at  the  end  of  the  school  year,  the  employee  is  still  unable  to 
return  to  duty,  he  may  petition  the  Board  of  Education  for  an  additional 
sick  leave  allowance  for  the  next  school  year. 

k.  Leaves  of  Absence  for  Rest.  Such  a  leave  may  be  granted 
without  payment  of  salary  for  a  period  not  to  extend  beyond  the  end  of 
the  school  year  in  which  the  leave  is  granted. 


1962  P  1+151 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 

LEAVE  OF  ABSENCE  FOR  PHYSICAL  OR  MENTAL  DISABILITY 

1.  When  the  physical  or  mental  condition  of  a  certificated 
employee  apparently  renders  him  unfit  for  service,  the  Superintendent 
shall  require  that  the  certificated  employee  be  examined  by  the  physician 
employed  by  the  Board  of  Education  to  determine  his  physical  or  mental 
fitness  for  service.   No  certificated  employee  shall  be  returned  to  duty 
when  the  report  of  the  physician  is  adverse. 

2.  When  a  certificated  employee  has  been  granted  leave  of 
absence  or  has  been  absent  from  duty  because  of  physical  or  mental 
disability  for  a  period  not  to  exceed  thirty  school  days,  the  Superinten- 
dent may  require  that  he  be  examined  before  returning  to  duty  by  the 
physician  employed  by  the  Board  of  Education  to  determine  the  fitness  for 
service  of  the  employee.   If  such  employee  is  absent  for  a  period  in 
excess  of  thirty  school  days,  examination  by  the  physician  employed  by 
the  Board  of  Education  shall  be  required  before  the  employee  returns  to 
duty  to  determine  the  fitness  for  service  of  the  employee.  When  such 
illness  or  accident  of  the  employee  comes  under  the  jurisdiction  of  the 
San  Francisco  Retirement  System,  the  recommendation  of  the  physician 
employed  by  the  Retirement  System  shall  be  conclusive.   No  certificated 
employee  shall  be  returned  to  duty  when  the  report  of  the  physician  is 
adverse . 


196l  P  4152 
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.ARTICLE  h  -   PERSONNEL,  CERTIFICATED 

MATERNITY  AND  CHILD  CARE  LEAVES 

1.  Period  of  leave.   A  married  employee  shall  absent  herself 
from  duty  for  a  period  of  at  least  three  months  before  the  anticipated 
birth  of  her  child  and  for  six  months  following  the  estimated  date  of 
birth,  except  that  if  such  six  month  period  terminates  within  six  weeks 
of  the  end  of  a  semester  such  leave  shall  extend  to  the  end  of  the  semes- 
ter, provided  that  in  any  event  the  total  absence  shall  not  be  less  than 
nine  months  unless  abridged  as  provided  hereinafter. 

2.  Abridgment  of  Leave .   If  the  maternity  leave  expires  within 
one  month  following  the  opening  of  any  semester,  the  teacher  may  request 
abridgment  of  leave  effective  the  opening  day  of  the  semester,  and  such 
abridgment  of  leave  may  be  approved  if  the  attending  physician  recommends 
such  abridgment.   In  case  of  miscarriage  or  death  of  the  child,  the  leave 
of  absence  for  maternity  may  be  abridged  at  the  beginning  of  any  semester 
upon  the  recommendation  of  the  Superintendent  of  Schools  and  the  approval 
of  the  Board  of  Education,  provided  that  a  health  certificate  from  the 
Medical  Mviser  of  the  Board  states  that  the  teacher  is  physically  and 
mentally  able  to  resume  her  duties. 

3.  Child  Care  Leave .   Immediately  following  the  termination  of 
the  maternity  leave,  and  upon  request  of  the  certificated  employee,  an 
extension  of  the  leave  of  absence  for  a  period  of  not  more  than  one  school 
year  shall  be  granted  for  the  care  of  the  infant. 
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ARTICLE  k  -   PERSONNEL,  CERTIFICATED 
MILITARY  LEAVES 

1.  Provisions.  Leaves  of  absence  for  military  or  naval  duty 
shall  be  governed  by  the  provisions  of  the  State  Education  Code  and  the 
Military  and  Veterans  Code  and  the  policies  and  regulations  as  adopted  by 
the  San  Francisco  Board  of  Education  not  in  conflict  therewith. 

2.  Certificated  Employees  Returning  from  Military  Leave . 
Such  employees  have  the  right  to  reinstatement  regardless  of  physical 
condition.   Section  13552  of  the  State  Education  Code  relates  to  military 
leaves,  and  under  this  law  the  employee  has  the  right  to  immediate  re- 
employment upon  being  placed  on  inactive  duty  if  application  is  made 
within  ninety  days  from  the  date  of  discharge  from  the  armed  forces.   No 
provision  contained  in  the  law  prescribes  that  the  veteran  must  pass  a 
physical  examination.   After  reinstatement,  however,  the  same  rules 
concerning  physical  and  mental  fitness  prescribed  by  the  Board  of  Educa- 
tion for  all  employees  are  likewise  applicable  to  the  returning  veteran. 

3-   Leaves  for  Study  Upon  Return  from  Service.   Certificated 
employees  who  have  returned  from  military  leave  may,  upon  the  recommenda- 
tion of  the  Superintendent  of  Schools,  be  granted  leaves  of  absence  for 
such  periods  of  time  as  are  necessary  in  order  to  avail  themselves  of 
the  opportunity  for  further  study  as  authorized  by  the  Federal  Government, 
regardless  of  the  limitations  imposed  by  existing  policies  and  regula- 
tions of  the  Board  of  Education  relating  to  leaves  of  absence. 

h.     Reporting  to  Draft  Board .   The  Superintendent  is  authorized 
to  excuse  without  loss  of  salary  any  certificated  employee  who  may  be 
ordered  by  his  Draft  Board  to  report  for  physical  examination  or  other 
reason,  and  further  authorization  is  given  for  the  payment,  when  necessary, 
of  a  substitute  for  this  period  of  absence. 


1961  F  U15U 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

LEAVES  FCR  SERVICE  IN  TEE  AMERICAN  RED  CROSS  AND 

UNITED  STATES  MERCHANT  MARINE 

The  provisions  of  Policy  kl^k,   relating  to  leaves  of  absence 
for  certificated  employees  entering  the  military  service,  are  applicable 
also  to  all  members  of  the  certificated  staff  who  entered  into  the  full- 
time  paid  service  of  the  American  Red  Cross  between  September  17,  19^-0, 
and  June  30,  19^8.>  or  who  entered  into  the  full-time  paid  service  of  the 
United  States  Merchant  Marine  between  July  1,   I9U3,  and  June  30,  I9I48. 


1962  P  U154.1 
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ARTICLE  h  -   PERSONNEL,  CERTIFICATED 

SABBATICAL  LEAVE 

It  shall  be  the  policy  of  the  Board  of  Education  to  grant 
a  limited  number  of  sabbatical  leaves  each  year  to  certificated 
employees  in  accordance  with  the  provisions  of  the  State  Education 
Cede  and  the  Administrative  Regulations  of  the  San  Francisco  Board 
of  Education,  R  4155. 


1961  P  U155 
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ARTICLE  h  -   PERSONNEL,  CERTIFICATED 

ABSENCE  FOR  DEATH  IN  FAMILY 

1.  Immediate  Family.   Certificated  employees  may  absent 
themselves  for  three  consecutive  school  days,  without  loss  of  salary, 
in  the  case  of  death  in  the  immediate  family.   Immediate  family  shall 
include  husband,  wife,  children,  parents  (or  any  person  who  has  actually 
served  in  the  capacity  of  the  parent),  brothers  and  sisters,  or  other 
relative  of  the  immediate  household.  When  the  funeral  in  connection 
with  the  death  necessitates  travel  time  during  school  days,  additional 
time,  not  to  exceed  two  days,  may  be  granted. 

2.  Second-degree  Relatives .   In  the  event  of  attendance  at 
the  funeral  of  a  second  degree  relative,  one  school  day's  absence  with- 
out loss  of  salary  shall  be  allowed.  Second  degree  relatives  shall 
include  grandparents,  grandchildren,  uncles,  aunts,  nephews,  nieces, 
parents-in-law,  brothers-in-law,  and  sisters-in-law;  however,  when  no 
substitute  is  required,  all  persons  employed  in  the  administrative 
offices  of  the  Board  may,  without  loss  of  salary,  absent  themselves 
for  not  more  than  three  school  days  in  the  event  of  the  death  of  any 
one  of  their  relatives  or  of  any  member  of  their  immediate  household. 
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ARTICLE  k   -  PERSONNEL,  CERTIFICATED 

ABSENCE  ON  HOLY  DAYS 

Upon  the  recommendation  of  the  Superintendent  and  the 
approval  of  the  Board  of  Education,  members  of  the  certificated  staff 
may  be  excused  from  duties  on  prescribed  holy  days  of  any  religious 
faith;  a  uniform  method  of  payment  shall  be  arranged  so  that  no 
discrimination  shall  be  made  as  to  whether  substitutes  may  or  may  not 
be  provided.  Employees  of  the  Jewish  faith  shall  be  permitted  to  be 
absent  on  the  days  of  Jewish  New  Year  and  the  Day  of  Atonement  without 
loss  of  salary;  employees  of  other  religious  faiths  may  be  absent  up 
to  two  days  per  school  year  without  loss  of  salary  when  such  days  are 
of  comparable  religious  importance  to  such  groups. 


1961  P  4157 
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ARTICLE  h   -  PERSONNEL  -  CHILD  CARE  CENTERS 

ABSENCES  AND  LEAVES  -  CHILD  CARE  CENTERS 

Leave  of  Absence  policies  for  Child  Care  Center  employees 
accord  with  such  regulations  applicable  to  other  employees  of  the 
School  District,  except  that  the  district  policy  pertaining  to 
sabbatical  and  exchange  leaves  does  not  include  Child  Care  Center 
teachers . 

Absence  because  of  illness  policies  for  all  Child  Care 
Center  employees  are  the  same  as  those  applying  to  other  employees  of 
the  district. 


1961  P  U158 
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Won- cert.  P  4210.  IV' 
.ARTICLE  h   -  PERSONNEL  -  CHILD  CARE  CENTERS 

CERTIFICATED  AND  NCR-CERTIFICATED 

PERMANENT  PERSONNEL  -  CHILD  CARE  CENTERS 

1.  Staff.  Recruitment,  employment,  and  maintenance  of  the 
certificated  and  non-certificated  staff  for  the  child  care  centers  are 
the  direct  responsibility  of  that  division.  Policies  parallel  those 
of  the  school  district,  except  in  certain  areas  where  differences  in 
operation  require  establishment  of  policy  relating  specifically  to 
child  care  center  personnel. 

2.  Control  and  Management  of  Certificated  Personnel  Service. 
Employment  shall  be  governed  by  State  laws,  administrative  regulations 
and  Board  policies,  and  by  such  special  instruments  of  control,  such  as 
salary  and  wage  schedules,  as  the  Board  of  Education  may  adopt. 


Cert.  P  4110.1 
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Hon- cert. -P  U212v. 
ARTICLE  h   -  PERSONNEL,  CHILD  CARE  CENTER  DIVISION 

CERTIFICATED  AND  NON-CERTIFICATED 

ELIGIBILITY  FCR  MEMBERSHIP  IN  RETIREMENT  SYSTEM 

Section  I6627  of  the  Education  Code  establishes  the  eligibility 
of  child  care  center  employees  for  membership  in  retirement  systems, 
except  that  they  are  excluded  f  roic  jmembership  in  teacher  retirement 
systems . 

All  full-time  child  care  center  employees  were  included  in 
the  San  Francisco  Retirement  System  July  1,  1955*  Part-time  employees 
working  less  than  forty  hours  per  week  are  not  eligible  for  membership 
in  the  San  Francisco  Retirement  System. 


1962  Cert.-P  U112.2 

Non-cert. -P  U212"' 
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ARTICIE  k   -  PERSONNEL,  NOW- CERTIFICATED 

ABSENCE  FOR  X-RAY  EXAMINATION 

The  principal  of  a  school  may  permit  a  non-certificated 
employee  to  absent  himself  from  school  for  a  limited  time  to  secure  an 
X-ray  examination  as  required  by  the  School  District. 


U21U 

1961  p  MM 
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ARTICLE  k   -  PERSONNEL  -  CHILD  CARE  CENTERS 

ABSENCE  FOR  X-RAY  EXAMINATION  -  NON- CERTIFICATED  EMPLOYEES 

The  head  teacher  in  the  Child  Care  Center  may  permit  an  employ- 
ee to  absent  himself  from  the  center  for  a  limited  time  to  secure  an 
X-ray  examination  as  required  by  the  school  district. 


U21U.1 
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ARTICLE  k   -  PERSONNEL  -  NON-CERTIFICATED 

FORMULA  FOR  THE  ASSIGNMENT  OF  SCHOOL  CLERKS 

1.   Senior  and  Junior  High  Schools . 

a.  All  senior  and  junior  high  schools  having  a  current 
enrollment  of  one  thousand  (1000)  pupils  at  the  end  of 
the  second  week  of  the  fall  term  of  each  school  year 
shall  be  entitled  to  one  general  clerk-stenographer 
and  one  general  clerk-typist  who  shall  serve  on  a 
twelve  (12)  months  basis. 

b.  All  senior  and  junior  high  schools  having  a  current 
enrollment  of  fewer  than  one  thousand  (1000)  pupils 
at  the  end  of  the  second  week  of  the  fall  term  of 
each  school  year  shall  be  entitled  to  one  general 
clerk- stenographer  who  shall  serve  on  a  twelve  (12) 
months  basis. 

c.  If  the  enrollment  is  more  than  seven  hundred  fifty 
(750)  pupils  and  fewer  than  one  thousand  (1000)  pupils, 
the  school  shall  be  entitled  to  a  general  clerk-typist 
who  shall  serve  in  said  school  on  a  school  term  basis 
or  the  number  of  days  included  in  the  regular  school 
calendar. 

d.  For  every  five  hundred  (500)  pupils,  or  major  frac- 
tion thereof,  in  excess  of  one  thousand  (1000)  pupils 
in  current  enrollment  at  the  end  of  the  second  week 

of  the  fall  term  of  each  school  year,  each  senior  high 
and  each  junior  high  school  shall  be  entitled  to  an 
additional  clerk  (subject  to  classification  by  the 
Civil  Service  Commission  on  statement  of  duties  by 
Board  of  Education)  who  shall  serve  in  said  school  on 
a  school  term  basis  or  the  number  of  days  included  in 
the  regular  school  calendar. 

e.  Each  senior  high  school,  in  addition  to  the  above 
formula,  shall  be  entitled  to  an  additional  general 
clerk-typist  for  the  purpose  of  relieving  the  assistant 
principals  of  clerical  duties.   The  clerk  shall  serve 
on  a  school  term  basis  or  the  number  of  days  included 
in  the  regular  school  calendar. 

f .  Each  junior  high  school,  in  addition  to  the  above 
formula,  shall  be  entitled  to  one  general  clerk-typist 
half-time,  on  a  school  term  basis  to  be  used  in  connec- 
tion with  student  activities,  school  budgets,  or  other 
duties  assigned  by  the  principal.   If  only  one  librarian 
is  assigned  to  the  junior  high  school,  an  additional 
half-time  general  clerk-typist  on  a  school  term  basis 
may  be  allowed  for  library  service. 

(continued) 
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ARTICLE  h   -  PERSONNEL  -  CLASSIFIED   (FORMERLY  WON- CERTIFICATED ) 

FORMULA  FOR  THE  ASSIGNMENT  OF  SCHOOL  CLERKS   (continued) 

g.   The  Superintendent  has  the  right  to  assign  all  school 
clerks  serving  on  a  twelve  months  basis  to  perform 
duties  during  the  summer  and  other  vacations  in 
locations  other  than  the  schools  to  which  they  are 
regularly  assigned. 

2.  Elementary  Schools. 

a.  An  elementary  school  having  a  current  enrollment 
of  four  hundred  (lj-00)  pupils  or  more  at  the  end  of 
the  second  week  of  the  fall  term  of  each  school 
year  shall  be  entitled  to  one  full-time  clerk  on  a 
school  term  basis ,  or  the  number  of  days  included 
in  the  regular  school  calendar. 

b.  An  elementary  school  having  a  current  enrollment 
of  fewer  than  four  hundred  (l+OO)  pupils  at  the  end 
of  the  second  week  of  the  fall  term  of  each  school 
year  shall  be  entitled  to  the  services  of  one  (l) 
half-time  clerk  to  serve  during  the  school  term  or 
the  number  of  days  included  in  the  regular  school 
calendar . 

c.  When  two  or  more  schools  are  combined  into  one 
administrative  unit,  each  is  to  be  considered  as 
a  separate  elementary  school  for  purpose  of 
clerical  assignment. 

3.  Adult  Schools. 

There  shall  be  one  full-time  general  clerk- 
stenographer  and  one  school  term  general  clerk-typist 
assigned  to  each  Adult  school.  After  the  first  200,000 
hours  of  attendance,  one  additional  clerical  hour  per 
day  for  each  25,000  hours  of  attendance  may  be  assigned. 

h.      Transfers. 

Whenever,  in  the  judgment  of  the  Superintendent,  it 
is  for  the  best  interest  of  the  service,  a  clerical 
employee  holding  permanent  appointment,  or  a  status  right, 
in  a  regular  civil  service  position  in  one  school  may, 
upon  written  request,  be  transferred  to  a  position  of  the 
same  civil  service  classification  in  another  school. 

I963  P  ^215 
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ARTICLE,  k   -  PERSONNEL  -  NON- CERTIFICATED 

SERVICE  OF  SCHOOL  TERM  CLERKS 

Clerks  employed  in  the  schools  on  a  school  term  basis  shall 
serve  the  number  of  days  included  in  the  regular  school  calendar  for 
the  particular  division,  and,  in  addition,  five  days  before  the  opening 
of  the  fall  school  term,  the  mid-term  recess,  and  two  days  following 
the  close  of  the  spring  school  term  for  the  particular  division. 


1961  P  4216 
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Non-cert.  -  P  4222 ■/ 

ARTICLE  h   -  PERSONNEL,  CERTIFICATED  AND  NON- CERTIFICATED 

POLICY  RELATIVE  TO  ATTENDANCE  AT  CONVENTIONS 

1.  The  President  of  City  College  and  the  Legal  Adviser  may 
attend  one  out-of-state  convention  and  two  state 
conventions  each  year. 

2.  Assistant  Superintendents  and  the  Chief  of  the  Division 
of  Fiscal  Control  may  attend  one  out-of-state  convention 
and  one  state  convention  each  year. 

3.  Coordinators  "A"  may  attend  one  out-of-state  convention 
in  their  respective  fields  every  two  years,  and  one 
state  convention  each  year. 

k.      Coordinators  "B"  and  Directors  may  attend  one  out-of- 
state  convention  in  their  respective  fields  every  three 
years  and  one  state  convention  each  year. 

5.  Supervisors  may  attend  one  state  convention  each  year 
in  their  respective  fields. 

6.  Secondary  School  Principals  may  attend  one  state  conven- 
tion each  year.   One  Principal  from  each  educational 
level — senior  high,  junior  high,  and  elementary- -may 
attend  one  out-of-state  convention  each  year.  Selection 
is  to  be  made  on  the  basis  of  the  recommendation  of  the 
Assistant  Superintendent  in  charge  of  the  division. 

7.  Ten  Elementary  School  Principals  may  attend  one  state 
convention  each  year. 

8.  Any  certificated  employee  below  the  rank  of  principal 
who  is  an  officer  of  a  state,  regional,  or  national 
educational  organization,  or  who  has  been  regularly 
elected  by  his  local  organization  to  represent  the 
organization  at  a  state,  regional,  or  national  conven- 
tion, or  is  on  a  program  of  such  a  convention  or  con- 
ference, may  be  excused  without  loss  of  salary  to 
attend  such  convention  at  no  other  expense  to  the 
district. 

9.  Upon  the  recommendation  of  the  President  of  City  College, 
one  member  of  his  administrative  staff  may  attend  one 
out-of-state  convention  each  year.   Other  members  of  his 
administrative  staff  may  attend  one  state  convention 
each  year. 

10.  Upon  recommendation  of  the  Superintendent,  three 

non-certificated  employees  may  be  designated  to  attend 
state  conventions  each  year. 

(continued) 
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Non-cert. -P  4222 ^ 
ARTICLE  4  -   PERSONNEL, 

CERTIFICATED  AND  NON- CERTIFICATED 

POLICY  RELATIVE  TO  ATTENDANCE  AT  CONVENTIONS  (continued) 

11.  One  Assistant  Principal  from  each  educational  level- - 
senior  high,  junior  high,  and  elementary — may  attend 
such  professional  and  educational  meetings  annually 
as  may  be  recommended  by  the  Superintendent  and 
approved  by  the  Board  of  Education. 

12.  From  one  to  seven  teachers  may  attend  professional 
and  educational  meetings  annually  upon  recommendation 
of  the  Superintendent  and  approval  of  the  Board  of 
Education. 


1961  P  4133 
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Policy  Manual  Cert.  P  4133-1 

Non-cert.  P  4222.lv 
ARTICLE  4  -  PERSONNEL 

REIMBURSEMENT  FOR  TRAVEL  EXPENSES 

Employees  shall  be  reimbursed  by  the  School  District  for  actual 
and  necessary  travel  expenses  incurred  when  attending  conventions  or  con- 
ferences or  performing  services  for  the  School  District  when  such  travel 
or  service  has  been  authorized  by  resolution  of  the  Board  of  Education. 

Members  of  the  Board  of  Education,  the  Superintendent,  and  the 
Legal  Adviser  shall  be  entitled  to  the  same  travel  allowance  for  travel 
performed  on  behalf  of  or  under  authority  of  the  San  Francisco  Unified 
School  District,  as  designated  in  the  Annual  Travel  Ordinance  as  adopted 
by  the  Board  of  Supervisors  for  officers  of  the  City  and  County  of 
San  Francisco. 

Automobile  Allowance  in  Lieu  of  Railroad  Fare.  Employees  who 
are  authorized  by  Board  resolution  to  attend  meetings  with  expenses  paid 
may  travel  by  private  automobiles  in  lieu  of  travel  by  bus,  railroad  or 
air  lines.   The  following  regulations  cover  reimbursement  for  travel  by 
private  automobile  in  lieu  of  common  carrier : 

1.  The  allowance  for  travel  will  be  based  on  first  class 
round  trip  railroad  fare,  without  tax  (exclusive  of  Pullman  accommoda- 
tions) between  San  Francisco  and  the  point  of  destination.   If  a  private 
automobile  is  used,  the  name,  model,  year,  and  license  number  of  the 
automobile  must  be  shown  on  the  travel  expense  voucher  with  the  state- 
ment "traveled  by  private  automobile  in  lieu  of  transportation." 

2.  If  two  or  more  officers  or  employees  of  the  school 
district  are  authorized  to  attend  the  same  meeting  within  the  state  and 
travel  in  the  same  automobile  on  the  same  trip,  mileage  may  be  allowed 

. in  accordance  with  the  established  rate  per  mile,  on  the  basis  of  the 
official  mileage  between  San  Francisco  and  the  place  at  which  the  meet- 
ing is  held,  as  established  by  the  State  Division  of  Highways  or  the 
California  State  Automobile  Association.   If  mileage  is  claimed  under 
this  provision,  the  official  or  employee  in  whose  car  the  trip  is  being 
made  shall  secure  the  official  mileage  from  the  Division  of  Fiscal 
Control  and  shall  indicate  on  the  expense  voucher  the  names  of  the 
persons  traveling  in  the  car.   The  person  in  whose  car  the  trip  is 
made  will  claim  the  mileage.   The  other  riders  will  indicate  on  their 
travel  expense  voucher  in  whose  car  the  trip  was  made  and  will  show 
no  claim  for  transportation. 
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P  1+225/-  non-certif- 
ARTICIE  h   -  PERSONNEL  icated 

CERTIFICATED  AND  NON- CERTIFICATED 

ACTIVITIES 

Membership  in  Professional  and  Employee  Organizations.   The 
Board  of  Education  has  approved  the  following  policies  for  the  district 
covering  membership  in  professional  and  employee  organizations: 

1.  Teachers  and  all  other  employees  of  the  Board  of 
Education  shall  have  complete  freedom  in  selecting 
the  professional  or  employee  organizations  which  they 
may  wish  to  join,  without  coercion  of  any  kind  from 
any  administrative  officer  or  other  school  employee. 

2.  Whatever  courtesies  are  extended  to  any  employee 
organization  in  the  schools  shall  be  fully  and 
unreservedly  extended  to  all  employee  organizations. 

3-   The  use  of  any  coercion  or  pressure  by  any  principal 
or  other  administrative  officer  or  other  school 
employee  to  influence  any  teacher  or  other  employee 
to  join  or  refrain  from  joining  any  organization 
shall  be  deemed  to  be  unprofessional  conduct. 

h.      The  Superintendent  of  Schools  shall  call  attention 
to  this  regulation  at  the  beginning  of  each  school 
term  by  means  of  a  notice  in  the  Superintendent's 
Bulletin  (San  Francisco  Public  Schools  Bulletin). 


196l  P  1+135  -  certificated 
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Policy  Manual  P  4135.1  -  certificated 

P  4225.1/-  non-certificated 
ARTICLE  4  -  PERSONNEL 

CERTIFICATED  AND  NOW- CERTIFICATED 

EMPLOYEE  ORGANIZATIONS 

1.  Distribution  of  Materials  in  Schools  by  Employee 
Organizations .  All  organizations  of  school  employees 
may  use  school  delivery  service  once  a  month  for 
transmitting  notices  to  employees.   Such  materials 
shall  be  presented  for  delivery  clearly  addressed  to 
each  school,  properly  packaged  or  sealed  in  envelopes, 
and  with  a  completed  approval  form  for  delivery  and 
attached  sample  on  file.   The  Superintendent  assumes 
no  responsibility  for  the  content  of  such  material. 

2.  Names  and  Addresses  of  School  Employees.   Employee 
organizations  desiring  names  and  addresses  of  school 
district  employees  shall  submit  a  written  request  to 
the  Superintendent.   Only  one  list  shall  be  furnished 
an  organization  each  year,  the  former  listing  held  by 
the  organization  to  be  returned. 

Other  organizations  or  firms  desiring  names  and 
addresses  of  certificated  employees  shall  make  arrange- 
ments with  the  Personnel  Coordinator  to  send  in  a 
representative  to  copy  the  lists  from  the  school 
record. 


196l  P  4135.1  7  certificated 
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Policy  Manual  Certificated  -  P  U136 

Non-certificated  -  P  1+226/ 

ARTICLE  h   -  PERSONNEL  -  CERTIFICATED  AND  NON-CERTIFICATED 

POLITICAL  ACTIVITY 

All  political  activity  relative  to  any  candidate  is  prohibited 
on  school  grounds  during  school  hours. 

All  political  activity  relative  to  issues  or  propositions  is 
prohibited  on  school  grounds  during  school  hours  unless  expressly 
approved  by  the  Board  of  Education. 

This  policy  is  in  conformity  with  Section  1300^  of  the 
State  Education  Code,  which  reads  as  follows : 

Political  Activities.   Neither  any  local  legisla- 
tive body  nor  any  school  district  governing  board 
shall  enact  or  enforce-  any  ordinance  or  promulgate 
or  enforce  any  rule  or  regulation  which  limits, 
•^during  their  off -duty  hours ,  the  participation 
of  school  employees  in  political  activities 
not  prohibited  by  this  code. 

■^underscore  ours 
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Non-cert.-P  U23O/ 
ARTICLE  h  -   PERSONNEL, 

CERTIFICATED  AMD  WOW-CERTIFICATED 

ATTENDANCE  AT  MEETINGS  CALLED  BY  THE  STATE  SUPERINTENDENT 
OF  PUBLIC  INSTRUCTION  AT  THE  STATE  CAPITAL 
AND  OTHER  CALIFORNIA  CITIES 

The  Members  of  the  Board  of  Education  and  the  Superintendent 
of  Schools  are  authorized  to  attend  such  meetings  as  may  be  called  by 
the  State  Superintendent  of  Public  Instruction  at  Sacramento  or  other 
cities  in  the  state  or  to  transact  business  with  the  State  Department 
of  Education  at  Sacramento. 

The  Superintendent  is  authorized  to  send  members  of  his 
staff  to  Sacramento  to  transact  business  with  the  State  Department  of 
Education  as  may  be  required  in  connection  with  matters  pertaining  to 
accounting,  attendance,  credentials,  curriculum,  finance  and  retire- 
ment. Expenses  are  to  be  allowed  and  paid  from  funds  appropriated 
for  such  activities. 


1961  P  4l40 

P  U230v 


Cert.  P  lkL32 
Policy  Manual  Non-cert.  P  i+232v 

.ARTICLE  k  -   PERSONNEL,  CERTIFICATED  AND  NOW-CERTIFICATED 

PUBLICATION  OF  ARTICLES  AND  PRODUCTIONS  BY  EMPLOYEES 

The  limitations  on  use  of  productions  of  employees  in  the 
public  schools  is  governed  by  Section  9256  of  the  State  Education  Code, 
which  clearly  states  that  no  member  of  the  school  governing  board, 
officer,  or  employee  of  the  school  district  shall  act  as  agent  for  any 
author,  publisher,  bookseller,  or  other  person  to  introduce  any  booh, 
apparatus,  furniture,  or  to  contract  for,  or  receive  any  gift  or  reward 
for  introducing  or  recommending  the  article.  This  section  does  not 
prohibit  a  teacher  in  the  school  district  from  receiving  royalties  or 
other  compensation  from  the  publisher  or  producer  of  a  book  or  other 
instructional  material  written  and  designed  by  the  teacher  and  adopted 
or  purchased  by  the  State  or  by  any  school  district,  other  than  compen- 
sation paid  as  commission  to  the  teacher  for  negotiating  sales  to  the 
district  by  which  the  teacher  is  employed.   No  district  shall  have  or 
claim  the  right  to  receive  any  such  royalty  or  compensation  due  to  any 
teacher  employed  by  the  district  unless  the  material  was  prepared  during 
the  normal  school  day  during  which  the  teacher  is  required  to  be  on  duty. 

Violations  of  the  above  regulations  shall  be  deemed  as 
unprofessional  conduct. 


Cert.  P  4132 
1961  Non-cert.  P  1+232V 


Cert.  P  1*134 
Policy  Manual  Non-cert.  P  1*23U-/ 

.ARTICLE  k   -   PERSONNEL,  CERTIFICATED  AND  NON-CERTIFICATED 

TUTORING 

Private  Teaching  for  Pay.   No  administrator,  teacher,  or 
non-certificated  employee  shall  give  private  lessons  or  instruction 
for  pay  to  any  pupil  who  is  a  member  of  the  school  or  class  in  which 
the  administrator,  teacher,  or  non-certificated  employee  is  employed; 
nor  shall  he  use  any  room  or  building  of  the  public  schools  for  the 
purpose  of  giving  private  lessons  or  instruction  for  pay. 


Cert.  P  1*134 
1961  Non-cert.  P  l*23l*v 


Policy  Manual  P  U2^1 

ARTICLE  h   -  PERSONNEL,  NON-CERTIFICATED 

SALARY  GUIDES 

Compensation  of  non-certificated  employees  shall  be  fixed 
in  accordance  with  salary  and  wage  schedules  authorized  by  the  Board 
of  Education. 


1Q62  P  U21+1 


Policy  Manual  P  5111 

ARTICLE  5  -  STUDENTS 

ATTENDANCE  AGES  -  ELEMENTARY  AND  KINDERGARTEN 

Pupils  shall  be  admitted  to  school  when  they  reach  the  age 
designated  by  the  Education  Code  (Sections  525^-  and  5301 ). 

Before  any  pupil  is  admitted  to  kindergarten  or  first  grade, 
proof  of  age  must  be  furnished  by  the  parent  or  guardian.  Such  proof 
shall  be  in  the  form  of  a  birth  certificate,  a  baptism  certificate 
duly  attested,  a  hospital  certificate,  a  passport,  an  affidavit  of 
parent  or  guardian,  or  custodian  of  the  minor,  or  a  notification  of 
the  Department  of  Public  Health  that  a  birth  certificate  is  on  file. 

The  Board  of  Education,  in  accordance  with  the  Education  Code, 
has  granted  authority  to  the  Superintendent  of  Schools  to  admit  pupils 
to  kindergarten  and  elementary  classes  after  the  end  of  the  first  month 
of  each  semester,  if  such  pupils  are  of  the  proper  age,  and  if,  in  the 
opinion  of  the  Superintendent,  good  cause  for  their  admission  exists. 


Amended:  I-9-62,  Res.  #21- 9S 7 
Board  of  Education 
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Policy  Manual  P  5111.1 

ARTICLE  5  -  STUDENTS 

ATTENDANCE 

AGE  OF  ENTRANCE  -  CHILD  CARE  CENTERS 

Children  shall  be  enrolled  in  the  child  care  centers  when  they 
reach  the  age  designated  by  the  State  Education  Code,  Section  16606. 

Before  any  child  is  admitted  to  nursery  school,  proof  of  age 
must  be  furnished  by  the  parent  or  guardian.   Such  proof  shall  comply 
with  school  district  policy  covering  the  admission  of  elementary  and 
kindergarten  pupils.   (See  P  5Hl) 


1961  P  5111.1 
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ARTICLE  5  -  STUDENTS 

ADMISSION  AND  ENROLLMENT  -  JUNIOR  AND  SENIOR  HIGH  SCHOOLS 

JUNIOR  HIGH  SCHOOLS 

Students  shall  be  admitted  to  the  junior  high  schools  and 
be  enrolled,  subject  to  the  districting  provisions  outlined  under 
SCHOOL  ATTENDANCE  AREAS  P  5117: 

1.  On  presentation  of  a  certificate  of  promotion 

a.  from  the  sixth  grade  of  any  public  school. 

b .  from  the  sixth  grade  of  any  private  elementary  school 
having  a  course  of  study  equivalent  to  that  of  the 
San  Francisco  public  schools. 

2.  On  presentation  of  a  proper  transfer  from  any  other 
public  junior  high  school  or  from  any  private  school 
of  which  the  applicants  are  qualified  for  admission  to 
the  seventh,  eighth,  or  ninth  grades  of  the  junior  high 
school. 

3«  By  acceleration  in  the  case  of  sixth  grade  students  whose 
chronological  age  exceeds  12  years  and  6  months  and  who 
are  recommended  for  acceleration  to  the  Low  'Jth   grade  for 
the  ensuing  term  by  the  elementary  school  principals, 
such  recommendations  to  be  made  at  least  six  weeks  before 
the  end  of  the  semester  to  the  Supervisor  of  Counseling 
and  Guidance  for  the  Elementary  Schools  who  will  coordi- 
nate the  transfer. 

SENIOR  HIGH  SCHOOIS 

Students  shall  be  admitted  to  the  senior  high  schools  and  be 
enrolled,  subject  to  the  districting  provisions  outlined  under  P  5117: 

1.  On  presentation  of  a  certificate  of  completion  of  the 
ninth  grade 

a.  from  any  public  school. 

b .  from  a  private  school  having  a  course  of  study 
equivalent  to  that  of  the  San  Francisco  public  schools. 

2.  On  presentation  of  a  proper  transfer  from  any  other  public 
high  school  or  from  any  private  school  having  a  course  of 
study  equivalent  to  that  of  the  San  Francisco  public  high 
schools. 

3-   On  the  basis  of  work  accomplished  in  the  San  Francisco 
public  junior  high  schools  as  follows : 

a.  Students  advanced  beyond  the  ninth  year  in  special 
subjects  are  to  be  classified  according  to  actual 
attainments  of  the  student. 

(continued) 
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Policy  Manual  P   5111.2 

.ARTICLE   5   -  STUDENTS 

ADMISSION  AND  ENROLLMENT  -  JUNIOR  AND  SENIOR  HIGH  SCHOOLS 

(continued) 


b .  Students  to  be  given  opportunities  suited  to  their 
needs  as  indicated  by  the  recommendations  of  the 
junior  high  school  principals  include  the  follow- 
ing: 

(1)  Students  who  have  not  graduated  from  junior 
high  school  but  who  have  gained  what  they  are 
capable  of  learning  from  the  junior  high  school 
course  of  study  and  have  passed  k-5   semester 
periods  of  work. 

(2)  Superior  students  who  have  nearly  completed  the 
junior  high  school  course  when  recommended  to 
senior  high  school. 


I96I  P  5111.2 
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.ARTICLE  5  -  STUDENTS 

SAMUEL  GCMPERS  HIGH  SCHOOL 

Admission  and  Enrollment . 

Samuel  Gompers  High  School  will  register  only  those  students 
from  the  following  categories: 

1.  Students  who  are  working  full  time.   Such  students  are  to 
be  sent  directly  by  the  home  school  as  regular  transfers. 

2.  Americanization  students  who  live  in  the  neighborhood  or 
are  assigned  to  the  school. 

3.  Late  entrants  who  have  not  attended  school  during  the 
current  semester  and  who  have  arrived  so  late  in  the  school  year  that 
they  will  not  be  able  to  profit  from  the  regular  program  of  studies 

in  another  high  school.   Such  students  to  be  assigned  to  Samuel  Gompers 
through  the  senior  high  school  office  or  the  Child  Welfare  Division. 

k.      Overage  pupils,  between  16  and  18,  who  have  not  completed 
the  ninth  grade.   Such  students  are  to  be  assigned  by  the  senior  high 
school  office  or  the  Child  Welfare  Division. 

5-   Students  whom  the  Child  Welfare  staff  may  assign  on 
the  basis  of  a  case  study  and  special  recommendations. 

Students  in  the  regular  high  schools  who  are  seeking  a  job 
will  not  be  transferred  to  Samuel  Gompers  until  they  have  secured  full 
time  work.   They  will,  however,  be  permitted  to  register  with  the 
placement  teacher  at  Samuel  Gompers  to  secure  help  in  the  search  for 
work . 

Attendance . 

1.  All  employed  minors  between  16  and  18  years  of  age,  upon 
leaving  a  regular  full  time  school,  shall  register  immediately  at 
Samuel  Gompers  High  School  for  four  hours  per  week  as  a  minimum. 

2.  Unemployed  students  enrolled  at  Samuel  Gompers  must 
attend  classes  full  time  during  such  period  of  unemployment. 
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Policy  Manual  P  5112 

ARTICLE  5  -  STUDENTS 

.ADMISSION,  PLACEMENT,  AND  TRANSPORTATION  CP  MENTALLY  RETARDED 
AND  PHYSICALLY  HANDICAPPED  PUPILS 

1.  Admission  and  Placement .  Placement  of  students  will  be 
made  by  the  supervisor  of  the  service  involved. 

2.  Physically  Handicapped.  Sudents  will  be  admitted  to 
special  classes  for  the  physically  handicapped  on  the 
written  recommendation  of  a  physician. 

3-   Mentally  Retarded .   Students  will  be  admitted  to  special 
classes  for  the  mentally  retarded  upon  the  basis  of  an 
individual  psychological  examination. 

k.      Non-resident  Physically  Handicapped.   The  Superintendent 
may  permit  the  admission  of  non-resident  students  provided 
that  a  contract  be  obtained  from  the  district  of  residence 
agreeing  to  pay  full  cost  of  such  attendance  minus  the 
apportionment  received  from  the  state,  according  to  the 
provisions  of  the  Education  Code. 

5 .   Transportation  for  Physically  Handicapped  and  Mentally 
Retarded .   Transportation  shall  be  furnished  for 
physically  handicapped  students,  including  those  with 
severe  heart  involvements,  to  Sunshine  School  or  other 
schools  in  which  special  services  are  maintained. 

Transportation  shall  be  provided  also  to  students  attend- 
ing classes  for  the  severely  mentally  retarded  at 
Louise  Lombard.  School. 
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ARTICLE  5  -  STUDENTS 

REGULARITY  OF  ATTENDANCE 

1.  Attendance .   Pupils  shall  attend  school  punctually  and 
regularly.   Pupils  shall  not  leave  the  school  premises  during  school 
hours  without  permission  of  the  principal. 

2.  Excused  Absences.   Under  provisions  of  the  Education  Code, 
pupils  are  authorized  to  be  absent  for  the  purpose  of  receiving  medical, 
dental  or  optometrical  services. 

3.  Making  Up  Work  Missed.   When  a  student  is  unavoidably 
absent  from  school,  he  may  be  excused  from  school  assignments  during 
such  absence  at  the  discretion  of  the  teacher. 

k.  Records .  Records  of  attendance  are  kept  by  the  classroom 
or  registry  teacher  in  accordance  with  the  provisions  of  the  Education 
Cede  and  the  regulations  of  the  State  Department  of  Education. 
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ARTICLE  5  -  STUDENTS 

REGULARITY  OF  ATTENDANCE  -  CHILD  CARE  CENTERS 

1.  Attendance .   Children  enrolled  in  child  care  centers  are 
expected  to  attend  punctually  and  regularly.   Children  shall  not  leave 
the  center  before  the  end  of  the  contracted  day  without  written  per- 
mission of  the  parent  or  guardian. 

2.  Excused  Absences.  Under  the  provisions  of  the  Education 
Code,  pupils  are  authorized  to  be  absent  for  the  purpose  of  receiving 
medical,  dental  or  optometrical  services. 

3.  Records.   Records  of  attendance  are  kept  by  the  head 
teacher  or  teacher  designated  to  act  in  her  absence,  in  accordance 
with  California  Administrative  Code,  Title  5 ,   Art.  16,  Sec.  lUU,  and 
the  regulations  of  the  State  Department  of  Education  and  Sections 
16611-12-13  of  the  Education  Code. 
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ARTICLE  5  -  STUDENTS 

SUSPENSION,  EXPULSION,  EXCLUSION,  AND  EXEMPTION 

1.  General  Policy  of  the  Board.   It  is  the  policy  of  the 
School  District  to  provide  the  best  possible  program  of 
care  and  instruction  for  all  public  school  pupils. 
Therefore,  pupils  will  be  removed  from  school  only  when 
they  cannot  benefit  from  the  program  or  when  their 
attendance  is  inimical  to  the  welfare  of  others.   In 
all  cases,  every  effort  will  be  made  to  see  that  an 
adequate  program  of  education,  employment,  out-of -school 
care,  or  institutionalization  is  provided  for  those 
removed  from  school. 

Reports  of  all  suspensions,  expulsions,  exclusions,  and 
exemptions  will  be  kept  on  file  in  the  office  of  the 
Coordinator  of  Child  Welfare. 

2.  Suspension.  Principals  may  suspend  any  pupil  for  not 
more  than  ten  school  days.  Upon  approval  of  the  Child 
Welfare  staff,  the  suspension  of  secondary  school  pupils 
may  be  extended  to  the  end  of  the  semester.   Continued 
wilful  disobedience,  open  and  persistent  defiance  of  the 
authority  of  the  teacher,  habitual  profanity  cr  vulgarity, 
smoking  cigarettes  or  having  cigarettes  on  his  person  and 
on  the  school  premises,  wilfully  cutting,  defacing,  or 
otherwise  injurying  school  district  property,  or  refusing 
or  neglecting  to  obey  regulations  of  the  Board  of  Educa- 
tion constitute  good  cause  for  suspension.   Notices  of 
suspension  are  to  be  made  in  triplicate.   One  copy  of 

the  notice  is  mailed  to  the  parent  or  guardian,  one  is 
filed  at  the  school,  and  the  third  is  mailed  to  the 
assistant  superintendent  of  the  division  involved.   The 
principal  shall  indicate  the  exact  cause  for  suspension 
in  the  notice,  and  shall  also  state  whether  or  not  the 
pupil  is  an  active  case  with  the  Child  Guidance  Service 
the  Attendance  Bureau,  the  Juvenile  Court,  or  any  other 
school  service  or  community  agency.   The  Assistant 
Superintendent,  upon  receipt  of  the  notice,  shall  take 
any  necessary  action  and  then  forward  the  notice  to  the 
Division  of  Child  Welfare. 

3-   Expulsion.   Pupils  may  be  expelled  from  school  only  by 
action  of  the  Board  of  Education.   The  causes  for 
expulsion  are  the  same  as  those  for  suspension  and  are 
set  forth  in  sections  10602  to  IO60U  of  the  Education 
Code.   Requests  for  expulsion  should  be  made  to  the 
Division  of  Child  Welfare  for  study  and  referral  to  the 
Superintendent.   The  Superintendent  will  make  the  approp- 
riate recommendation  to  the  Board  or  ask  for  ratification 
in  case  he  finds  it  necessary  to  take  action  prior  to  a 
Board  meeting. 

(continued) 
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ARTICLE  5  -  STUDENTS 


SUSPENSION,  EXPULSION,  EXCLUSION,  AND  EXEMPTION  (continued) 

h.      Exclusion,   A  child  may  be  excluded  from  school  because 
of  filthy  or  vicious  habits,  contagious  or  infectious 
diseases,  or  because  the  child  has  a  physical  or  mental 
disability  which  causes  his  attendance  to  be  inimical 
to  the  welfare  of  the  other  pupils.  Principals  may 
exclude  pupils  from  school  temporarily  because  of 
infectious  or  contagious  diseases,  but  such  exclusions 
should  ordinarily  be  made  only  on  the  recommendation 
of  the  school  nurse  or  a  physician.   Such  exclusions 
should  be  reported  immediately  to  the  Division  of  Child 
Welfare.  All  other  exclusions  will  be  made  by  the 
Board  of  Education  either  by  direct  action  or  by  ratifi- 
cation of  the  action  of  the  Superintendent,  upon  the 
recommendation  of  the  Division  of  Child  Welfare. 

5.  Exemption.   Children  whose  mental,  physical,  or  emotional 
condition  presents  or  renders  inadvisable  attendance  at 
school  or  application  to  study,  whose  interests  will 
suffer  if  they  are  compelled  to  attend  school,  or  who 
must  render  personal  service  to  their  dependents  may  be 
exempted  by  the  Child  Welfare  Division  upon  the  applica- 
tion of  the  pupil  or  his  parent  or  legal  guardian  and 
after  a  complete  study  of  the  case  has  been  made . 
Exemptions  for  pupils  over  16  years  of  age  who  are 
attending  or  have  been  assigned  to  the  Samuel  Gompers 
High  School  will  be  made  by  the  principal  of  that 
school. 
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ARTICLE  5  ~  STUDENTS 

CHILD  CARE  CENTERS 

SUSPENSION,  EXPULSION,  EXCLUSION,  AND  EXEMPTION 

A  school  age  pupil  enrolled  in  the  child  care  center  program 
before  and  after  the  regular  school  day  who  is  either  suspended,  expelled, 
excluded,  or  exempted  from  attendance  in  the  regular  school  program  will 
not  be  retained  in  the  child  care  center  program  until  he  has  been  rein- 
stated in  his  public  school  classroom. 
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ARTICLE  5  -  STUDENTS 

SCHOOL  ATTENDANCE  AREAS 

The  Superintendent  shall  have  the  authority  and  it  shall  be 
his  duty  to  establish  the  boundaries  for  school  attendance  areas  and  to 
adjust  them  as  required  for  optimum  use  of  physical  facilities.   The 
implementation  of  the  districting  policy  is  a  jurisdictional  function, 
administered  cooperatively  between  the  assistant  superintendents  of  the 
elementary,  junior  and  senior  high  school  divisions,  and  the  Director  of 
the  Division  of  Research. 

Elementary,  junior  and  senior  high  school  (with  the  exception 
of  Lowell  High  School)  students  shall  attend  the  school  in  the  district 
in  which  their  parent  or  legal  guardian  resides.  For  just  cause,  the 
parent  may  apply  to  the  assistant  superintendent  in  charge  of  the  partic- 
ular division  for  a  permit  to  enroll  a  child  in  a  school  outside  his 
residential  district.   Application  for  permit  should  be  made  on  the 
official  San  Francisco  Unified  School  District  form  provided  for  this 
purpose . 

*Lowell  High  School  is  designated  as  a  non-districted  academic 
high  school.   The  Superintendent  shall  have  the  authority  to  establish 
admission  policies  for  such  a  school. 


*Res.  112-5A1,  12-5-61 
Board  of  Education 
Supt.'s  Report  I-9-62 
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.ARTICLE  5  -  STUDENTS 

1NTERDISTRICT  ATTENDANCE  -  ELEMENTARY  AND  SECONDARY  SCHCCLS 

1.  Students  frcm  Districts  outside  San  Francisco.   The  Board 
of  Education  has  established  the  policy,  in  accordance  with  State  law, 
that  all  students  who  desire  to  attend  the  San  Francisco  public  schools 
but  who  actually  reside  in  another  school  district  shall  not  be  per- 
mitted to  enroll  until  they  have  obtained  permits  for  such  attendance 
from  the  proper  school  official  of  their  district,  and  that  this  per- 
mission shall  be  confirmed  by  a  written  contract  to  be  executed 
between  the  two  respective  school  systems.   The  Legal  Adviser  shall 

be  notified  immediately  in  writing  of  the  name  and  address  of  each 
non-resident  applicant  and  the  address  of  his  or  her  parent  or  guardian, 
and  said  Legal  Adviser  is  authorized  to  take  the  necessary  steps  to 
obtain  the  proper  contracts.   Ee  shall  be  held  responsible  for  procur- 
ing a  duly  executed  contract  covering  each  district  involved,  in  order 
to  protect  fully  the  interests  of  the  school  district. 

2.  Students  Residing  in  San  Francisco  and  Desiring  To  Attend 
School  outside  This  School  District.   Such  students  must  obtain  per- 
mission from  the  proper  school  official  in  the  district  they  desire  to 
attend,  and  said  district  shall  initiate  a  contract  to  be  executed 
between  the  two  respective  school  systems. 

The  Superintendent  of  Schools  issues  instructions  to  the 
proper  school  administrators  in  order  that  the  above  policy  may  be 
carried  out. 

3.  Students  in  Hospitals  or  Sanatoriums  outside  San  Francisco, 
But  Who  Are  Residents  of  San  Francisco.   Residence  of  such  pupils  and 
the  responsibility  of  the  school  district  are  outlined  in  Section  685I 
of  the  State  Education  Code. 
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ARTICLE  5  -  STUDENTS 

INTER -DISTRICT  ATTENDANCE  -  CITY  COLLEGE  OF  SAN  FRANCISCO 

Attendance  at  City  College  of  San  Francisco  shall  be  subject  to 
agreement  between  the  district  of  residence  and  the  San  Francisco  Unified 
School  District  under  terms  and  conditions  agreed  upon  between  the  President 
of  City  College  and  the  Legal  Adviser  to  the  Board  of  Education. 

Where  inter-district  agreement  includes  a  blanket  permit  for 
attendance  in  respective  districts,  students  shall  be  admitted  to  City 
College  of  San  Francisco  without  permit;  otherwise  a  permit  shall  be 
required  from  the  district  of  residence.  Prior  to  each  school  year  the 
Legal  Adviser  shall  consult  with  the  President  of  City  College  to  determine 
those  districts  with  which  blanket  agreements  will  be  made  and  those 
districts  with  which  inter-district  agreements  requiring  permits  will  be 
made.   The  Legal  Adviser  shall  be  authorized  to  take  the  necessary  steps 
to  obtain  the  agreements  and  shall  be  held  responsible  for  the  procuring 
of  duly  executed  agreements  covering  the  districts  involved  in  order  to 
protect  fully  the  interests  of  this  school  district. 

When  permits  are  required,  they  shall  be  issued  through  the 
office  of  the  Superintendent  of  residence;  students  who  are  residents  of 
this  district  requesting  permits  for  attendance  at  a  junior  college  out- 
side this  district  shall  be  directed  to  the  office  of  the  Superintendent. 
Permits  for  attendance  at  City  College  of  San  Francisco  shall  be  directed 
to  the  office  of  the  Registrar  of  City  College,  who  will  ascertain  from 
the  Legal  Adviser  whether  or  not  a  proper  agreement  is  in  effect. 


1961  P  5H8.1 


Policy  Manual  p  5121 

ARTICLE  5  -  STUDENTS 

PROMOTION  CR  GRADUATION 

1.  All  Divisions.   Diplomas  or  certificates  of  promotion  shall 
be  issued  to  students  upon  satisfactory  completion  of  the  prescribed 
school  courses.   The  program  to  be  presented  by  pupils  as  a  part  of  the 
promotion  exercises  shall  be  prepared  in  such  manner  as  not  to  interfere 
with  the  regular  school  work  and  in  general  shall  be  related  to  the 
curriculum.   No  flowers  or  gifts  for  presentation  to  students  on  promo- 
tion or  graduation  shall  be  distributed  in  any  school  building  or  place 

of  graduation. 

2.  Elementary  School  and  Junior  High  School.  Promotion 
exercises  shall  be  held  in  the  school  auditorium.  Exercises  and  public 
exhibitions  of  school  work  are  authorized  and  encouraged  for  Wednesday 
or  Thursday  of  the  last  week  of  the  term.   The  regular  school  program 
must  be  continued  uninterruptedly  to  the  last  day  of  the  school  term 
unless  otherwise  authorized  by  the  Board. 

3.  Senior  High  School  and  City  College  of  San  Francisco. 
Graduation  exercises  may  be  held  in  the  War  Memorial  Opera  House,  the 
California  Masonic  Memorial  Temple,  or  other  suitable  quarters  author- 
ized by  the  Board  of  Education.   The  cost  of  such  facilities  is  borne 
by  the  School  District.   No  admission  charge  may  be  made  to  these 
commencement  exercises. 

Graduation  expenses  for  senior  high  schools  and  City 
College  covered  by  the  School  District,  as  authorized  by  the  Board  of 
Education,  include  the  rental  of  caps  and  gowns,  the  printing  of 
graduation  certificates  and  covers  for  same,  graduation  tickets  and 
programs. 
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ARTICLE  5  -  STUDENTS 

RESIDENCE  REQUIREMENTS  FOR  HIGH  SCHOOL  DIPLOMAS 

In  order  to  receive  a  diploma  of  graduation  from  a  senior  high 
school,  a  student  must  complete  one  semester  of  residence  immediately 
prior  to  graduation.   A  semester  of  residence  is  defined  as  the  satis- 
factory completion  of  25  semester  periods  of  high  school  work. 
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.ARTICLE  5  -  STUDENTS 

ACCELERATION  AND  RETARDATION  POLICIES  -  ELEMENTARY  SCHOOLS 

Acceleration  or  retardation  of  pupils  in  the  elementary  schools 
shall  be  determined  by  agreement  of  the  teacher  in  whose  room  the  child 
has  spent  the  last  term  prior  to  his  acceleration  or  retardation  and  the 
principal  of  the  school,  except  in  the  following  cases : 

1.  When  acceleration  or  retardation  for  more  than  one 
term  is  being  considered. 

2.  When  the  acceleration  or  retardation  is  being  con- 
sidered for  a  second  time  in  the  elementary  schools. 

3.  When  there  is  lack  of  agreement  between  the  principal 
and  the  teacher. 

In  the  above  cases  a  referral  shall  be  made  to  the  Assistant 
Superintendent  in  charge  of  Elementary  Schools. 
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ARTICLE  5  -  STUDEMTS 

HIGH  SCHOOL  DIPLOMAS 

San  Francisco  Unified  School  District  Diplomas ,  as  distin- 
guished from  individual  high  school  diplomas ,   may  be  issued  to 
students  over  18  years  of  age  who  have  completed  the  requirements 
for  graduation  from  high  school  except  for  the  requirement  of  enroll- 
ment in  a  single  San  Francisco  high  school  throughout  the  high  senior 
term.   Such  diplomas  are  issued  through  the  office  of  the  Assistant 
Superintendent  in  charge  of  Senior  High  Schools . 

The  following  conditions  govern  the  issuance  of  such  diplomas: 

1.  The  last  25  semester  periods  completing  eligibility  for 
graduation  must  have  been  acquired  in  classes  of  high 
school  grade  operated  by  the  San  Francisco  Unified 
School  District. 

2.  Students  may  work  for  their  high  school  diplomas  at 
the  City  College  of  San  Francisco,  provided  that  they 
are  admitted  because  of  their  maturity  and  with  the 
recommendation  of  the  Assistant  Superintendent  in  charge 
of  Senior  High  Schools  and  the  approval  of  the  President 
of  the  City  College.   Such  students  must  complete  the 
equivalent  of  the  requirements  for  graduation  from 

high  school. 

3-   Decision  to  grant  diplomas  under  this  policy  will 

rest  with  a  committee  of  three  members  of  the  certifi- 
cated personnel  selected  by  the  Superintendent,  except 
that  one  member  shall  be  the  Assistant  Superintendent 
in  charge  of  Senior  High  Schools. 
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ARTICLE  5  -  STUDENTS 

DIPLOMAS  FCR  VETERANS 

1.  General  Provisions.  Diplomas  of  graduation  may  be  granted 
to  veterans  who  fulfill  the  requirements  as  set  forth  in  Subdivision  (g) 
of  Section  102  of  Title  5  of  the  California  Administrative  Code.  Dip- 
lomas will  not  be  granted  on  the  basis  of  General  Educational  Develop- 
ment test  scores  to  any  veteran  who  entered  the  armed  forces  for  the 
first  time  after  June  30,  1955  >  °v   whose  dates  of  service  fall  entirely 
between  January  1,  19^7  and-  June  26,  1950. 

2.  Residence.   The  San  Francisco  Board  of  Education  requires 
one  semester  of  residence  prior  to  the  graduation  of  all  students, 
including  veterans.   The  expression  "one  semester  of  residence"  for 
veterans  means  the  satisfactory  completion  of  at  least  25  semester 
periods  on  the  level  of  the  ninth  grade  or  higher  in  a  San  Francisco 
public  school. 

3-  Eligibility.  Veterans  are  referred  to  the  Veterans' 
Center  for  High  School  Evaluation  to  determine  their  eligibility  for 
high  school  graduation  through  evaluation  of  service  experience  or  by 
means  of  the  General  Educational  Development  tests.  Veterans'  Center 
for  High  School  Evaluation  recommends  the  issuance  of  diplomas  to 
those  deemed  eligible . 

These  diplomas  are  granted  by  the  San  Francisco  Unified 
School  District  and  issued  by  the  Assistant  Superintendent  in  charge 
of  Senior  High  Schools  to  those  veterans  who  attended  a  San  Francisco 
public  secondary  school  while  under  18  years  of  age  and  to  those  who 
qualify  while  in  attendance  at  City  College  of  San  Francisco;  they  are 
also  issued  by  the  individual  adult  high  schools  to  veterans  who  have 
attended  these  schools. 
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ARTICLE  5  -  STUDENTS 

REPORT  CARDS 

Report  cards  for  each  pupil,  except  pupils  in  kindergarten, 
shall  be  sent  under  the  direction  of  the  principal  to  the  parent  or 
guardian  in  accordance  with  a  time  schedule  fixed  by  the  Superintendent. 
Report  cards  must  be  signed  by  the  parent  or  guardian  and  returned  to 
the  school  within  two  days  after  their  delivery  to  the  pupil. 

At  the  end  of  the  term,  the  report  card  with  final  marks  and 
new  term  assignment  is  retained  by  the  parent. 
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ARTICLE  5  -  STUDENTS 

STUDENT  BEHAVIOR  AND  DISCIPLINE  CODE 

The  Student  Discipline  and  Behavior  Code  prepared  by  the 
Superintendent  and  staff  was  formally  adopted  by  the  Board  of  Education 
June  21,  i960,  as  its  policy  on  the  subject  of  student  behavior  and 
discipline  in  the  schools.   Under  this  policy  the  section  of  the  Code 
entitled  "Responsibilities  of  Pupils"  is  to  be  duplicated  separately 
for  insertion  into  such  cedes  as  students  may  develop  for  themselves. 

(See  APPENDIX  "A"  -  Administrative  Regulations  Manual) 
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ARTICLE   5   -  STUDENTS 

ACTIVITIES 

Students  Using;  Automobiles  to  and  from  School.   All  pupils 
using  automobiles  to  drive  to  and  from  school  shall  be  required  to 
file  with  the  principal  of  the  school  written  permission  from  parent 
or  guardian  to  do  so.   The  automobile  must  be  registered  with  the 
principal  of  the  school.   The  pupil  must  agree,  in  writing,  to  obey 
all  rules  and  regulations  regarding  use  of  automobiles  during  the 
school  day.   Violation  of  the  rules  shall  constitute  cause  for 
appropriate  disciplinary  action. 
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ARTICLE  5  -  STUDENTS 

;CTIVITIES  -  STUDENT  ORGANIZATIONS 

1.  Student  Body  Organizations .   Principals  may  authorize  self- 
governing  student  body  organizations  under  constitutions  approved  by  the 
principals.   Such  organizations  may,  with  the  approval  of  the  principals, 
collect  voluntary  dues  and  conduct  specif iedactivities. 

2.  Regulations  on  Fraternities  and  Sororities.   In  accordance 
with  the  provisions  of  law  (Section  1060^,  Education  Code),  the  Board  of 
Education  has  adopted  the  following  policy: 

a.  No  pupil  enrolled  in  any  elementary,  junior,  or  senior 
high  school  of  this  district  shall  join,  be  a  member  of, 
or  become  pledged  to  be  a  member  of,  any  fraternity, 
sorority,  club,  or  other  organization  which  is  of  such 

a  nature  as  to  engender  an  undemocratic  spirit  in  the 
pupils  of  the  public  schools.   A  fraternity,  sorority, 
club,  or  other  organization,  membership  in  which  is 
prohibited  by  this  policy,  is  one  in  which  the  member- 
ship is  composed  wholly  or  partly  of  pupils  of  the 
public  schools  of  this  state  and  is  perpetuated  by 
taking  in  members  from  pupils  enrolled  in  the  public 
schools  on  the  basis  of  the  decisions  of  its  own 
members.   This  rule  shall  not  be  construed  to  prevent 
any  pupils  from  joining  the  order  of  the  Native  Sons 
of  the  Golden  West,  Native  Daughters  of  the  Golden 
West,  Foresters  of  America,  or  any  other  kindred 
organization  not  directly  associated  with  the  public 
schools  of  this  state,  or  to  prevent  them  from  join- 
ing other  organizations  whose  qualifications  for 
membership  are  acceptable  to  the  Board  of  Education. 

b.  Any  pupil  of  this  district  who  violates  this  rule 
shall  be  subject  to  suspension  for  a  period  of  not 
more  than  ten  consecutive  school  days;  if  suspension 
does  not  result  in  an  immediate  discontinuance  of 
such  membership,  he  shall  be  subject  to  expulsion  by 
the  Board  of  Education. 
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ARTICLE  5  -  STUDENTS 

FEES 

No  pupil  enrolled  in  a  public  elementary  or  secondary  school 
shall  be  required  to  pay  any  fee  or  deposit  not  specifically  authorized 
by  law.   Fees  or  deposits  charged  by  student  organizations  in  which  the 
membership  is  entirely  voluntary  are  in  themselves  voluntary  assessments, 
and  they  shall  not  be  the  cause  of  denying  any  pupil  the  right  to 
participate  in  any  of  the  organized  activities  of  the  school. 
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ARTICLE  5  -  STUDENTS 

ACTIVITIES  -  SCCIAL  EVENTS 

No  festival,  exhibition,  concert,  dance,  entertainment,  or  other 
type  of  social  activity  shall  be  held  by  any  school  or  by  any  student 
organization  of  any  school  without  the  authorization  of  the  principal. 
Likewise,  no  entertainment  shall  be  given  for  the  benefit  of  a  student 
activity  of  any  school  unless  the  financial  arrangements  are  under  the 
control  of  the  principal  and  the  program  has  received  the  sanction  of 
the  principal. 

The  Parent -Teacher  Association  and  Mothers'  Club  are  authorized 
to  conduct  social  activities  in  the  schools  as  provided  elsewhere  in  this 
manual  (P  1210  and  P  3270). 
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ARTICLE  5  -  STUDENTS 

ACTIVITIES 

SCHOOL  SAVINGS  PRCGRAM  -  ELEMENTARY  AND  JUNIOR  HIGH  SCHOOLS 

A  school  savings  program  has  been  authorized  for  elementary  and 
junior  high  school  students,  the  Bank  of  America  National  Trust  and 
Savings  Association  to  act  as  a  depository  for  the  savings  of  pupils 
desiring  this  service.  The  bank  representative  and  the  principal  will 
determine  the  initial  grade  level  participation.   It  is  understood 
that,  following  proper  notification  to  the  Bank  of  America  and 
effective  30  days  from  the  date  of  receipt  of  such  notification,  this 
service  may  be  revoked  by  the  School  District. 
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ARTICLE  5  -  STUDENTS 

REVOLVING  FUND  -  JUNIOR  AND  SENIOR  HIGH  SCHOOIS 

The  principal  in  each  junior  and  senior  high  school  is 
authorized  to  set  up  revolving  funds  in  his  student  body  accounts  in 
accordance  with  a  procedure  established  by  the  Bureau  of  Accounts, 
the  total  of  which  shall  not  exceed  two  hundred  dollars  ($200)  for 
each  junior  high  school  or  two  hundred  and  fifty  dollars  ($250)  for 
each  senior  high  school,  from  which  extra  materials  may  be  purchased 
for  projects  in  classes  in  shop,  art,  and  homemaking.   These  projects 
must  be  those  which  the  pupil  expects  to  take  home  for  his  own  or  his 
family's  use  and  must  be  voluntary  and  not  a  requirement  for  the  com- 
pletion of  the  course ;  also  acceptable  are  projects  which  the  student 
wishes  to  make  from  a  quality  of  materials  differing  from  that  pro- 
vided by  the  school  district.   It  shall  be  the  responsibility  of  the 
principal  to  have  on  hand  at  all  times  cash  or  inventory  to  equal 
the  balance  of  the  advance. 
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ARTICLE  5  -  STUDENTS 

MISCELLANEOUS  STUDENT  ACTIVITIES 

1.  Monitor  and  Messenger  Work .   Principals  and  teachers  shall 
not  request  any  service  from  a  pupil  which  may  interfere  with  the 
pupil's  school  work. 

2.  Supervision  of  Pupils .   Pupils  shall  not  remain  in  any 
schoolroom  when  classes  are  not  in  session  except  by  permission  of  the 
principal  or  of  the  class  teacher  and  in  the  presence  of  a  teacher. 
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ARTICLE  5  -  STUDENTS 

ATTENDANCE  AT  SYMPHONY  CONCERTS 

The  Superintendent  is  authorized  to  excuse  pupils  from  school 
attendance  for  the  purpose  of  attending  a  San  Francisco  Symphony- 
Association  concert  once  a  year  at  a  reduced  student  rate.   The  time 
of  the  concert  will  be  arranged  so  as  to  require  a  minimum  loss  of 
classroom  time. 


Res.  110-2UA1,  10-2^-61 
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ARTICLE  5  -  STUDENTS 

WELFARE  -  SALE  OF  ALCOHOLIC  BEVERAGES  NEAR  SCHOOLS 


The  Board  of  Education  will  protest  to  the  Department  of 
Alcoholic  Beverage  Control  the  operation  of  any  establishment  that 
sells  alcoholic  beverages  under  an  "on  sale"  license  when  the  nearest 
point  of  the  property  line  of  the  establishment  rests  within  two  hundred 
(200)  feet  of  any  school  property  in  which  classes  are  maintained^ 
measurements  to  be  taken  in  a  straight  line  between  the  closest  property 
lines  of  both  premises. 
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RETICLE  5  -  STUDENTS 

WELFARE  -  INFORMATION  ABOUT  PUPI13 

In  accordance  with  State  law,  no  teacher,  principal,  employee, 
or  governing  board  member  of  any  public  school  shall  give  out  any  personal 
information  concerning  any  particular  minor  pupil  enrolled  in  the  schools, 
including  City  College,  to  any  person  except  under  judicial  process  unless 
the  person  is  one  of  the  following: 

1.  A  parent  or  guardian  of  such  pupil. 

2.  A  person  designated  by  such  parent  or  guardian  in  writing. 

3.  An  officer  or  employee  of  a  public,  private,  or  parochial 
school  which  the  pupil  attends,  has  attended,  or  where 

he  intends  to  enroll. 
k.      An  officer  or  employee  of  the  United  States,  the  State  of 

California,  or  a  city,  city  and  county,  or  county  seeking 

information  in  the  course  of  his  duties. 
5.   An  officer  or  employee  of  a  public  or  private  guidance 

or  welfare  agency  of  which  the  pupil  is  a  client. 

Such  restrictions  are  not  intended  to  interfere  with  the 
release  of  information  by  school  personnel  concerning  participation  in 
athletics  and  other  school  activities,  the  winning  of  scholastic  or  other 
honors  or  awards,  and  other  like  information.   An  employer  or  potential 
employer  of  the  pupil  may  be  furnished  the  age  and  scholastic  record  of 
the  pupil  and  employment  recommendations  prepared  by  members  of  the 
school  staff. 

Lists  containing  the  names  and  addresses  of  seniors  of  the 
graduating  class  may  be  furnished  to  a  branch  of  the  United  States 
Armed  Services  in  accordance  with  Board  Policy  P  1120. 
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ARTICLE  5  -  STUDENTS 

WELFARE  -  PHYSICAL  EXAMINATIONS 

1.  Each  student  participating  in  interscholastic  athletics 
is  required  to  pass  a  medical  examination. 

2.  This  examination  is  to  cover  the  school  year  of  competi- 
tion. 

3-   "Physician's  Report  of  Medical  Examination"  must  be 
signed  by  the  parent  or  guardian  of  the  athlete  and  by  the  examining 
physician. 

k.      Exemptions  from  physical  examinations  may  not  be  made 
except  as  provided  in  Section  11902  of  the  California  Education  Code. 
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ARTICIE   5   -  STUDENTS 

SAFETY 

Instruction  covering  safety  in  the  entire  school  environment 
shall  be  offered  in  all  schools. 

Instructors  shall  not  permit  students  to  use  equipment  or 
supplies  unless  they  have  been  properly  instructed  in  their  use. 
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ARTICLE  6  -  INSTRUCTION 

INSTRUCTIONAL  PRCGRAM 

The  Superintendent  shall  be  the  general  administrator  of  all 
instructional  services.   The  administrators  of  the  respective  instruc- 
tional divisions  shall  be  responsible  for  the  direction  and  supervision 
of  the  program  of  instruction  within  their  respective  divisions  and 
shall  be  assisted  by  the  administrative  staff,  consisting  of  coordinators, 
directors,  and  supervisors  in  the  preparation  and  administration  of  all 
programs  of  instruction. 

Supervision  of  instruction  shall  be  concerned  with  the  develop- 
ment and  revision  of  instructional  objectives,  the  improvement  of  courses 
and  curriculums,  the  evaluation  and  selection  of  textbooks  and  instruc- 
tional supplies  and  equipment,  the  improvement  of  the  in-service  educa- 
tion of  teachers,  and  the  improvement  of  techniques  of  work  in  the 
classroom  and  on  the  playground. 
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ARTICLE  6  -  INSTRUCTION 

SCHOOL  CALENDAR 

1.  General  Provisions.  During  the  fall  semester,  a  school 
calendar  for  the  succeeding  school  year  shall  be  prepared 
by  the  Superintendent  and  adopted  by  the  Board  of  Educa- 
tion.  It  shall  provide  for  a  school  year  of  approximately 
l8o  days,  to  open  the  week  of  Labor  Day  and  to  close 
approximately  June  15.   The  school  calendar  shall  be 
published  in  the  Public  Schools  Bulletin  issued  by  the 
Superintendent,  in  the  official  School  Directory,  and 

in  the  Salary  Schedule.   It  shall  designate  the  official 
holidays,  other  special  days  when  pupils  are  not  required 
to  attend  school,  and  vacation  periods. 

2.  Holidays .   Every  day  appointed  by  the  President  of  the 
United  States  or  the  Governor  of  California  for  a  public 
holiday  shall  be  observed.   Whenever  any  holiday  desig- 
nated in  the  school  calendar  falls  on  Sunday,  the 
following  Monday  shall  be  observed  as  a  holiday. 

The  Board  of  Education  may  declare  a  holiday  in  the 
schools  whenever  good  reasons  exist  therefor. 
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ARTICLE  6  -  INSTRUCTION 

CHILD  CARE  CENTERS  CALENDAR 

The  child  care  centers  operate  on  a  year  round  basis.   The 
number  of  days  varies  from  253  to  255-  The  centers  are  closed  on 
Saturdays,  Sundays,  and  the  following  holidays: 

Independence  Day 

Labor  Day 

Veterans '  Day 

Thanksgiving  Day 

Christmas  Day 

New  Year's  Day 

Washington's  Birthday 

Memorial  Day 

Whenever  any  of  these  holidays  occurs  on  Sunday,  the 
following  Monday  shall  be  observed  as  a  holiday. 
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ARTICLE  6  -  INSTRUCTION 

THE  SCHOOL  DAY 

Time  Schedule .   The  principal  shall  enforce  the  time  schedule 
prescribed  for  the  school.   He  shall  keep  on  file  in  his  office  a  copy 
of  the  daily  program  of  each  teacher,  specifying  the  subjects,  grades, 
and  hours. 

The  minimum  school  day  for  teachers  is  six  clock  hours,  in 
addition  to  the  lunch  period. 

The  Superintendent  is  authorized  to  change  time  schedules 
for  the  schools  whenever  necessary.   Upon  the  approval  of  the  Superin- 
tendent, special  classes  may  be  scheduled  before  the  opening  or  after 
the  closing  of  the  regular  school  day. 

1.  Elementary  Schools 

(a )  Regular  School  Day 

Kindergarten: 

8:50  A.M.  -  -  -  12:00  M  (l80  min.)  Single  session 

8:50  A.M.  11:20  A.M. (150  min.)        session 

12.50  P.M.  3:10  P.M.(1U0  min.)  Double  session 

12:10  P.M.  -  -  -  3:10  P.M.(l80  min.)  Single  session 

Grades  1  and  2: 

8:50  A.M. 12:00  M 

1:00  P.M. 2:30  P.M. 

This  is  the  over-all  time  and  includes  10  minutes 
unassigned  time  which  may  be  used  for  early 
dismissal  for  cafeteria  or  for  routine  matters. 

Grade  3: 

8:50  A.M.  -  -  -  12:00  M 

1:00  P.M. 2:30  P.M. 

b 
Grades  h-$; 


8:50  A.M. 12:00  M 

1:00  P.M. 3:10  P.M. 
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ARTICLE  6  -  INSTRUCTION 

THE  SCHOOL  DAY  -  Elementary  Schools  (continued) 

(b )  The  Inclement  Day 

When  inclement  weather  renders  the  school  grounds 
unsuitable  for  use  at  the  noon  intermission  and 
when  the  building  has  no  adequate  space  for  recrea- 
tion purposes,  the  principal  may  shorten  the  noon 
period  and  close  the  afternoon  session  20  minutes 
earlier  than  the  regular  time  for  dismissal. 
Parents  shall  be  informed  of  school  procedure 
followed  for  inclement  day  session. 

Afternoon  kindergarten  sessions  will  start  early 
on  inclement  days  so  that  the  kindergarten  pupils 
may  be  dismissed  with  the  other  children. 

(c)  Minimum  School  Days 

Minimum  days  are  held  in  the  elementary  schools  on 
the  last  two  days  of  the  school  term  and  on  any 
other  day  authorized  by  the  Superintendent.  A  mini- 
mum day  must  meet  the  requirements  of  a  statutory 
or  an  apportionment  day  as  defined  in  the  Education 
Code.   Parents  must  be  notified  in  advance  when  mini- 
mum days  are  to  be  held. 

Time  allotments  for  minimum  days  are  as  follows : 

Single  session  kindergarten  -  180  minutes 

including  recess 

Double  session  kindergarten  -  150  minutes 

including  recess 

Grades  1,  2.,   and  3  -  200  minutes  exclusive  of  recess 

Grades  h,   5,  6>  "£j— afeeF8  -  2^0  minutes  exclusive  of 

recess 

2.   Secondary  Schools 

(a)  Junior  High  School 

The  regular  day  for  the  junior  high  schools  opens  at 
8:30  A.M.  and  closes  at  3:00  P.M. 

(b )  Senior  High  Schools 

The  regular  school  day  for  senior  high  schools  opens 
at  8:U5  A.M.  and  closes  at  3:10  P.M. 

(continued) 
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ARTICLE  6  -  INSTRUCTION 

THE  SCHOOL  DAY 

Secondary  Schools  (continued) 

(c)  John  O'Connell  Vocational  High  School  and 
Technical  Institute  -  Day  School 

The  regular  school  day  for  John  O'Connell  High 
School  and  Technical  Institute  opens  at  8:15  A.M. 
and  closes  at  2:k"J  P.M. 

(d)  The  noon  intermission  for  the  secondary  schools 
is  between  35  and  UO  minutes. 

(e )  Minimum  School  Day 

The  principal  is  authorized  to  draw  up  time 
schedules  for  minimum  days  authorized  by  the 
Superintendent,  in  accordance  with  the  provisions 
of  the  Education  Code. 
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ARTICLE  6  -  INSTRUCTION 

REQUIRED  SERVICE  -  CERTIFICATED  EMPLOYEES 

All  teachers  regularly  assigned  to  a  school  shall  be  at  their 
respective  classrooms  or  other  places  of  service  as  directed  by  the 
principal  at  least  fifteen  minutes  before  the  regular  opening  of  school. 
Teachers  must  remain  on  duty  until  the  regular  closing  of  the  school 
unless  directed  otherwise  by  the  Superintendent  or  excused  by  the  princi- 
pal.  The  principal  may  excuse  a  teacher  in  cases  of  emergency  for  not 
more  than  one  hour  without  salary  deduction,  but  the  principal  must 
provide  coverage  for  the  class. 

Teachers  are  in  the  service  of  the  school  during  the  full 
school  day,  except  that  each  full-time  teacher  is  entitled  to  a  duty- 
free thirty  minute  lunch  period  as  provided  by  law. 

Teachers  having  hours  not  occupied  with  regular  teaching 
service  may  be  assigned  to  special  duties  by  the  principal  for  such 
hours . 

Certificated  employees  assigned  to  full-time  duties  other 
than  teaching  shall  be  required  to  serve  a  minimum  of  thirty-five  hours 
per  week,  exclusive  of  lunch  period. 
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ARTICLE  6  -  INSTRUCTION  -  CHILD  CARE  CENTERS 

REQUIRED  SERVICE  -  CHILD  CARE  CENTER  EMPLOYEES 

All  teachers  regularly  assigned  to  a  child  care  center  shall  be 
at  their  respective  centers  as  directed  by  the  head  teacher,  and  they 
must  remain  on  duty  until  the  end  of  their  scheduled  assignments  unless 
otherwise  instructed.   No  teacher  shall  begin  preparation  for  leaving  the 
center  at  the  end  of  her  assignment  until  the  children  under  her  charge 
have  been  taken  over  by  another  teacher. 
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ARTICLE  6  -  INSTRUCTION 

SCHOOL  YARD  CONTROL  -  ELEMENTARY  SCHOOLS 

Unless  otherwise  directed  by  the  principal,  the  school  yard 
shall  be  opened  by  the  janitor  at  8:30  a.m.,  and  shall  be  closed  by  him 
at  U:30  p.m.   Classrooms  shall  be  opened  at  8:^5  a.m.  by  the  class 
teacher.   There  shall  be  adequate  supervision  of  the  playing  area  at 
all  times  during  which  children  are  in  the  yard  participating  in  activi- 
ties under  the  jurisdiction  of  the  public  schools,  with  assignments  made 
by  the  principal.   A  minimum  of  one  certificated  employee  shall  be 
required  to  supervise  the  activities  of  pupils  in  school  yards. 

Pupils  are  not  permitted  on  the  school  premises  unless 
authorized  by  the  principal. 
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-ARTICLE  6  -  INSTRUCTION  -  CHILD  CARE  CENTERS 

SCHOOL  YARD  CONTROL  -  CHILD  CARE  CENTERS 

Child  care  centers  in  all  locations ,   including  those  in 
elementary  schools,  shall  be  opened  at  7:00  a.m.,  and  shall  be  closed 
at  6:00  p.m.   There  shall  be  adequate  supervision  of  the  play  areas 
at  all  times  during  which  children  are  in  the  centers  participating 
in  activities  under  the  jurisdiction  of  the  school  district. 

Children  are  not  permitted  on  center  premises  unless 
authorized  by  the  head  teacher. 
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ARTICLE  6  -  INSTRUCTION 

DRILLS  FOR  EMERGENCY 

As  directed  by  the  Fire  Department ,   the  principal  shall  hold 
fire  drills  in  which  all  pupils  and  teachers  shall  be  required  to  leave 
the  building  in  an  orderly  manner,  without  talking  or  disturbance.   The 
principal  shall  time  all  such  drills  and  keep  on  file  a  record  of  the 
date  and  hour  of  each  drill. 
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ARTICLE  6  -  INSTRUCTION  -  CHILD  CARE  CENTERS 

DRILLS  FOR  EMERGENCY 

Eire  drills  shall  be  carried  out  in  accordance  with  established 
school  district  policy,  except  that  additional  drills  may  be  initiated  at 
the  discretion  of  the  Child  Care  Centers  Division  during  periods  when 
regular  schools  are  not  in  session  to  insure  the  safety  and  protection 
of  the  children  in  the  centers  at  all  times. 


1961  P  6115.1 


i 


Policy  Manual  P  6120 

ARTICLE  6  -  INSTRUCTION 

ORGANIZATION  OF  INSTRUCTIONAL  PROGRAM 

1.  Unified  Program.   The  educational  service  of  this  district 
shall  be  organized  and  maintained  as  a  unified  program  of  instruction, 
to  be  operated  as  a  single  system  under  the  direction  of  the  Superinten- 
dent; though  unified  in  its  organization,  it  shall  be  diversified  in  its 
offerings  in  terms  of  the  education  needs  of  the  community  and  of  the 
times;  continuous  progress  through  the  system  shall  be  possible  for  any 
student  in  terms  of  needs,  efforts,  and  capabilities. 

2.  Organization.   The  instructional  program  of  the  district 
shall  provide  instruction  suited  to  and  open  to  all  legally  eligible  to 
attend  school  in  the  district;  except  for  special  types  of  instruction, 
the  program  shall  be  arranged  in  units  commonly  designated  as  grades, 
each  grade  representing  a  year's  work;  and  it  shall  be  organized  into 
schools  or  other  administrative  units  as  follows : 

a.  Kindergarten  instruction  for  children  beginning  at 
k   years,  9  months  as  of  September  2  and  February  2 

b.  Elementary  schools  for  children  beginning  at  age 

5  years,  9  months  as  of  September  2  and  February  2 

c.  Junior  High  Schools 

d.  Senior  High  Schools,  including  Continuation  education 

e.  Junior  College  (City  College  of  San  Francisco) 

13th  and  l^th  grades 

f .  Adult  and  Vocational  education 

g.  Special  classes  and  schools  for  those  with  special 
instructional  needs,  who  cannot  profit  by  the  regular 
classes  and  schools 

The  Board, at  its  discretion,  shall  provide  other  services 
such  as  Child  Care  and  after-school  recreational  programs. 

3.  Instructional  Arrangements. 

a.  Formation  of  New  Classes.  Hereafter  no  new  classes 
shall  be  formed  in  the  schools  of  this  department 
after  the  end  of  the  sixth  week  of  each  school  term, 
except  in  regular  day  schools,  and  there  only  when 
additional  classes  are  necessitated  by  increased 
enrollments . 

(continued) 
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ARTICLE  6  -  INSTRUCTION 

ORGANIZATION  OF  INSTRUCTIONAL  PROGRAM   (continued) 

b.  Grade  Organization. 

(1)  The  elementary  school  shall  comprise  grades 
one  through  six. 

(2)  The  junior  high  school  shall  comprise  grades 
seven,  eight,  and  nine,  and  such  special  or 
retarded  students  below  the  seventh  grade  as 
may  be  recommended  by  the  Supervisor  of  Counsel- 
ing and  Guidance  Service  of  the  Elementary  Div- 
ision, with  the  approval  of  the  Assistant  Super- 
intendent in  Charge  of  Junior  High  Schools. 

(3 )  The  senior  high  school  shall  comprise  years 
ten,  eleven,  and  twelve. 

(k)   The  City  College  of  San  Francisco  official  catalog 
contains  the  policies  and  regulations  of  the 
college  pertaining  to  admission,  retention,  and 
instruction. 
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ARTICLE  6  -  INSTRUCTION 

CHILD  CARE  CENTERS  -  FUNCTION 

The  function  of  the  child  care  centers  is  to  provide  educa- 
tional supervision,  health  care,  and  nutrition  for  young  children 
whose  mothers  must  work.   The  nursery  school  curriculum,  based  upon 
principles  and  practices  of  nursery  education,  is  designed  to  meet  the 
needs  of  children  from  two  years  to  kindergarten  age .  For  children  in 
the  school-age  centers,  the  curriculum  is  designed  to  reinforce  and 
extend  the  education  acquired  by  the  children  in  home  and  classroom  so 
as  to  help  them  to  participate  effectively  in  a  democratic  society. 
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ARTICLE  6  -  INSTRUCTION 

PHILOSOPHY  OF  EDUCATION 

PREAMBLE 

The  Board  accepts  the  principle  that  the  schools 
exist  for  the  children,  the  community,  the  state,  and  the  nation;  and 
because  the  educational  needs  of  all  these  groups  are  continuously 
changing,  the  program  of  instruction  must  change  correspondingly; 
accordingly,  the  concept  of  change  must  be  applied  in  the  administra- 
tive structure  and  the  system  of  controls  and  directions  throughout 
the  school  system  to  make  the  purposes,  program,  structure,  and 
management  of  the  school  system  dynamic  as  opposed  to  fixed  and 
static. 
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ARTICLE  6  -  INSTRUCTION 

PROGRAM  -  PATRIOTISM 

All  pupils,  teachers,  and  other  employees  of  the  school  system 
shall  pay  respect  to  the  national  flag  and  to  the  "Star  Spangled  Banner" 
when  it  is  played  or  sung  during  ceremonies. 

The  Pledge  of  Allegiance  shall  be  recited  by  pupils  daily  in 
the  schools,  and  it  shall  be  the  responsibility  of  the  assistant 
superintendent  in  each  of  the  respective  divisions  to  provide  adminis- 
trative procedure  therefor.  However,  no  pupil  shall  be  required  to 
salute  the  flag  when  refusal  is  based  upon  conscientious  objection.   A 
pupil  who  has  a  conscientious  objection  to  saluting  the  flag  shall 
submit  a  statement,  signed  by  the  parent  and  presented  each  term  to  the 
principal  of  the  school,  requesting  excuse  from  said  patriotic  daily 
activity,  the  objection  to  be  a  conscientious  one  and  within  full 
understanding  of  the  parent  or  legal  guardian. 
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ARTICLE  6   -  INSTRUCTION 

THE  TEACHER 

The  Beard  of  Education  recognizes  that  all  regulations  governing 
the  schools  must  help  to  provide  a  sound  program  of  instruction  and  to 
guarantee  the  welfare  of  children,  and  it  recognizes  the  teacher  as  a 
key  person  in  providing  these  services. 

The  teacher  is  responsible  to  the  principal,  under  whose 
direction  the  laws  of  the  State  of  California  affecting  education  and 
the  policies  and  regulations  of  the  San  Francisco  Unified  School 
District  shall  be  enforced. 

In  carrying  out  his  responsibilities,  the  teacher  shall 

1.  Prepare  and  present  materials  of  instruction  appropriate 
to  the  grade  level  or  subject  and  plan  a  suitable  program 
of  instruction  in  keeping  with  the  course  of  study  being 
followed. 

2.  Maintain  pupils'  records  and  submit  reports  as  required. 

3-  Maintain  discipline  conducive  to  the  well-being  »f  both 
the  group  and  the  individual  student. 

k.     Maintain  a  healthful  classroom  environment. 

5.  Carry  out  a  continuing  program  of  safety,  being  constantly 
alert  to  hazardous  conditions  of  materials,  equipment,  and 
physical  properties  of  the  school,  and  reporting  any  such 
conditions  immediately  to  the  principal. 

6.  Care  for  and  conserve  all  school  properties,  textbooks, 
and  supplies. 

7.  Supervise  the  conduct  of  all  pupils  to  insure  the  general 
welfare  of  the  school  and  the  pupils.   (Pupils  during  their 
travel  to  and  from  school  and  during  recess  and  noon  periods 
are  subject  to  the  control  of  school  authorities.   Teachers 
shall  cooperate  in  carrying  out  this  responsibility. ) 

8.  Participate  in  and  supervise  student  activities  within  or 
outside  the  classroom  as  directed  by  the  principal. 

9.  Inform  parents  of  the  progress  of  their  children  in  matters 
pertaining  to  their  scholastic  achievement  and  conduct; 
inform  parents  when  conferences  with  school  personnel  are 
advisable. 

(continued) 
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ARTICLE  6  -  INSTRUCTION 

THE  TEACHER  (continued) 

10.  Participate  in  staff  meetings  called  by  the  principal 
or  other  officers  of  the  school  district. 

11.  Use  official  channels  for  the  conduct  of  school  business. 

12.  Maintain  acceptable  personal  standards  of  citizenship 
and  professional  ethics  and  appropriate  personal  appear- 
ance and  grooming. 

The  teacher  is  also  expected  to  meet  the  standards  set  forth 
in  Administrative  Regulation  R  4117,  "Evaluation  of  Teaching  Services," 
approved  by  the  Superintendent's  Personnel  Committee. 
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ARTICLE  6   -   INSTRUCTION,    CHILD  CARE   CENTERS 

THE  TEACHER 

The  teacher  in  the  child  care  centers  is  responsible  to  the 
head  teacher,  under  whose  direction  the  laws  of  the  State  of  California 
affecting  child  care  centers  and  the  policies  and  regulations  of  the 
San  Francisco  Unified  School  District  shall  be  enforced. 

In  carrying  out  her  responsibilities,  the  teacher  shall 

1.  Plan,  under  direction  of  the  head  teacher,  a  suitable 
program  of  activities  within  the  framework  of  the 
philosophy,  goals,  and  standards  established  for  the 
child  care  centers. 

2.  Maintain  pupil  records  and  submit  reports  as  required. 

3-  Maintain  discipline  compatible  with  the  philosophy  of 
the  child  care  program  and  conducive  to  the  well-being 
of  both  the  group  and  the  individual  child. 

k.     Maintain  a  healthful,  attractive  classroom. 

5 .  Carry  out  a  continuing  program  of  safety  within  the 
classroom  and  on  the  playground,  being  constantly 
alert  to  hazardous  conditions  of  materials,  equipment, 
and  physical  properties  which  may  endanger  children 
and  reporting  any  such  conditions  immediately  to  the 
head  teacher. 

6.  Report  at  once  any  injury  or  sudden  or  acute  illness 
of  a  child  or  employee  in  the  center  to  the  head 
teacher  or  staff  member  delegated  to  act  in  her  place. 

7.  Care  for  and  conserve  all  school  properties  and 
records  allotted  to  her.   (Upon  transfer  or  termination 
of  her  employment,  all  such  materials  are  to  be  retained 
in  the  center.  ) 

8.  Supervise  the  conduct  of  all  children  in  the  center, 
other  than  those  under  her  immediate  direction,  as  may 
be  required  or  as  directed  by  the  head  teacher. 

9.  Work  in  cooperation  with  parents  in  matters  pertaining 
to  the  conduct  and  progress  of  their  children,  as  well 
as  attend  and  participate  in  parent  group  meetings. 

10.   Work  in  cooperation  with  the  head  teacher  at  all  times, 
seeking  assistance  and  direction  if  problems  arise. 

(continued) 
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ARTICLE  6  -  INSTRUCTION,  CHILD  CARE  CENTERS 
THE  TEACHER   (continued) 

11.  Participate  in  staff  meetings  called  by  the  head  teacher 
or  other  supervisory  staff  members. 

12.  Work  toward  self -improvement  through  continuing  study, 
conferences  with  head  teacher,  participation  in  profession- 
al activities,  and  acceptance  of  constructive  advice  from 
administrators  regarding  the  performance  of  her  work. 

13.  Notify  the  head  teacher  and  child  care  central  office  at 
once  of  change  of  name,  address,  or  telephone. 

Ik.      Notify  the  head  teacher  or  child  care  central  office 
promptly  in  case  of  absence  or  incapacity  to  serve. 

15.  Arrive  promptly  and  in  time  to  prepare  teaching  assign- 
ments and  leave  the  center  only  after  departure  prepara- 
tions are  completed  at  the  conclusion  of  her  day*s  work. 
(Frequent  or  habitual  tardiness  shall  be  considered 
neglect  of  duty;  teachers  shall  be  reported  to  the 
Director  by  the  head  teacher  when  tardy  a  total  of  three 
or  more  times  in  any  one  month.   In  the  event  of  emergency 
or  delay  in  arrival  of  another  teacher,  she  is  expected 

to  remain  with  her  group  of  children. ) 

16.  Engage  only  in  center  activities  while  on  duty.  (Personal 
business,  phone  calls,  work  on  salary  committees,  and 
letter  writing  shall  not  be  engaged  in  during  school  hours.) 

17.  Maintain  acceptable  personal  standards  of  citizenship  and 
professional  ethics  and  appropriate  personal  appearance 
and  grooming. 

18.  Contribute  to  the  maintenance  of  high  staff  morale  by 
loyalty  to  her  center,  her  colleagues,  and  her  profession 
and  by  willing  and  cooperative  effort  in  carrying  out  her 
duties . 
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ARTICIE  6  -  INSTRUCTION 

REQUIREMENTS  FOR  GRADUATION  FROM  SENIOR  HIGH  SCHOOL 

As  a  condition  to  graduation,  students  must  show  evidence  of 
good  character  and  citizenship  and  must  complete  satisfactorily  a 
program  of  general  and  specific  requirements  as  follows : 

General  Requirements 

Graduation  from  high  school  shall  require  the  completion  in 
grades  10,  11,  and  12  of  not  less  than  15 0  and  not  more  than  190 
semester  periods  of  supervised  learning  activity,  including  permissive 
work  experience.  Five  semester  periods  of  daily  instruction  in  health 
and  physical  education  or  in  ROTC  are  a  required  part  of  the  student's 
program  each  semester  throughout  his  high  school  attendance. 

A  high  school  course  may  be  completed  in  a  period  shorter  or 
longer  than  the  usual  three  years  beyond  the  ninth  grade.   A  student 
who  completes  150  semester  periods  beyond  the  ninth  grade  and  meets 
all  specific  requirements  established  herein  in  less  than  three  years 
may  elect  to  continue  in  attendance  until  he  completes  three  years. 
A  student  who  completes  150  semester  periods  beyond  the  ninth  year  and 
who  meets  all  specific  requirements  at  the  conclusion  of  his  three 
years  may  continue  longer  in  school  only  at  the  discretion  of  the 
principal,  but  in  no  case  beyond  the  completion  of  190  semester  periods, 

A  ninth  year  student  who  has  earned  a  minimum  of  50  semester 
periods  of  work  prescribed  for  the  ninth  year  is  eligible  for  tenth 
year  status,  but  if  he  has  failed  in  either  semester  of  ninth  year 
English,  he  must  complete  prior  to  graduation  30  semester  periods  of 
English,  including  what  he  has  completed  in  the  ninth  year. 

All  subjects  in  which  a  student  has  been  enrolled  during  his 
ninth  year  are  to  be  recorded  as  a  part  of  his  permanent  high  school 
record. 


(See  specific  requirements  for  graduation  P  6124.1 ) 
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ARTICLE  6  -  INSTRUCTION 

SPECIFIC  RECUTREMENTS,  SENIOR  HIGH  SCHOOL  GRADUATION 

1.  Four  semesters  of  English  (20  semester  periods)  in  grades 
10,  11,  and  12,  with  the  additional  provision  that  six  semesters  of 
English  shall  be  required  for  college  preparatory  students.   (The  prin- 
cipal of  a  high  school  has  the  right  to  reduce  this  requirement  to  no 
fewer  than  four  semesters  for  those  students  whose  program  needs  and 
scholastic  standing  justify  such  an  exception. ) 

*2.  Effective  with  students  who  enter  the  tenth  grade  in  the 
fall  semester,  19^2,  four  semesters  of  social  studies  (20  semester  per- 
iods) taken  in  and  scheduled  for  grades  10,  11,  and  12,  which  shall 
include  10  semester  periods  of  instruction  specified  in  the  State  Educa- 
tion Code  in  American  history,  emphasizing  American  institutions  and 
ideals  and  California  history,  and  10  semester  periods  of  instruction 
in  American  government,  emphasizing  principles  of  the  Constitution  and 
the  Declaration  of  Independence  and  the  principles  of  state  and  local 
government  under  the  Constitution  of  this  state.   Students  entering  the 
tenth  grade  earlier  than  fall,  1962,  must  complete  15  semester  periods 
under  this  requirement. 

3.   Two  semesters  (10  semester  periods)  of  laboratory  science 
shall  be  required  in  grades  10,  11,  and  12. 

k.      Students  who  are  not  able  to  meet  established  standards 
of  proficiency  in  arithmetic  at  designated  test  periods  shall  be  required 
to  take  remedial  work  in  this  subject  necessary  to  meet  such  standards; 
the  establishment  of  these  standards  is  a  function  of  the  office  of  the 
Superintendent.   Credit  earned  will  be  counted  toward  graduation. 

5.  A  unit  of  driver  education  (classroom  instruction)  shall 
consist  of  not  fewer  than  30  classroom  periods,  with  credit  of  not  less 
than  one-third  of  5  semester  periods. 

6.  Instruction  in  health  and  physical  education  (or  R0TC ) 
shall  be  required  daily  during  each  semester  of  school  attendance.   Only 
5  semester  periods  of  such  instruction  may  be  taken  for  credit  for  any 
one  semester. 

7.  Proficiency  in  swimming  as  established  under  Board  of 
Education  policy  is  required. 

8.  A  special  interest  field  (other  than  PE  or  R0TC)  as 
described  below  is  required. 

(continued) 
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ARTICLE  6  -  INSTRUCTION 

SPECIFIC  REQUIREMENTS,  SENIOR  HIGH  SCHOOL  GRADUATION 
(continued) 


Thirty  semester  periods  shall  be  required  for  the  completion 
of  a  special  interest  field  except  in  the  field  of  English,  where 
4  5  semester  periods  shall  be  required  and  in  the  field  of  social 
studies,  where  1+0  semester  periods  shall  be  required.   Specific  sub- 
jects required  elsewhere  for  graduation  may  be  counted  in  a  special 
interest  field.   Credit  not  in  excess  of  10  semester  periods  earned 
in  the  ninth  grade  that  belong  to  a  special  field  shall  be  counted 
toward  the  completion  of  this  requirement. 

The  pattern  of  subject  matter  comprising  a  special  interest 
field  must  meet  with  the  approval  of  the  office  of  the  Superintendent. 


(See  WORK  EXPERIENCE  CREDIT,  P  6124.2) 
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ARTICLE  6  -  INSTRUCTION 

CURRICULUM  -  SPECIFIC  REQUIREMENTS,  SENIOR  HIGH  SCHOOL  GRADUATION 

WORK  EXPERIENCE  (OR  k-k   PROGRAM) 

Credit  for  permissive  work  experience  may  be  granted  by  the 
principal  on  the  basis  of  stipulations  approved  by  the  State  Board  of 
Education  (Education  Code  Sections  835I-8357). 

1.  The  pupil  must  be  regularly  enrolled  in  school. 

2.  Supervision  by  a  teacher,  coordinator,  or  supervisor 
shall  be  provided. 

3.  Credit  toward  graduation  may  be  awarded  upon  the  same 
basis  as  prescribed  for  school  subjects  by  the 
California  State  Board  of  Education,  provided  that  an 
evaluation  or  appraisal  of  the  pupil's  progress  has 
been  made. 
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ARTICLE  6  -  INSTRUCTION 

CHRISTMAS  WORK  EXPERIENCE 

Senior  high  school  students  enrolled  in  business  courses 
may  be  excused  from  regular  school  classes  one  week  preceding  the 
Christmas  vacation  in  order  to  work  in  San  Francisco  business  establish- 
ments, provided  that  their  school  work  justifies  their  release  and  that 
they  have  the  necessary  approval  of  parent  or  guardian,  teachers,  and 
principal. 


Res.    0U-1A2 

Adopted  Bd.of  Ed.   11-1-60 
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ARTICLE  6  -  INSTRUCTION 

ROTC  AND  SWIMMING-  -  PHYSICAL  EDUCATION 

1.  ROTC  Suitable  Course  in  Physical  Education.  The  regular 
high  school  course  of  study  in  military  science  and  tactics  (ROTC)  now 
in  effect  in  the  San  Francisco  Unified  School  District  shall  constitute 

a  suitable  course  of  physical  education  in  accordance  with  the  provisions 
of  Section  23861  of  the  State  Education  Cede. 

2.  Swimming  Regulation  -  Physical  Education  and  ROTC.   Swim- 
ming is  prescribed  as  a  regular  part  of  the  junior  and  senior  high  school 
physical  education  curriculum  for  both  boys  and  girls  and  is  also  includ- 
ed in  the  ROTC  curriculum.   Such  work  is  to  be  taken  by  all  pupils  except 
those  excused  by  principals  on  a  physician's  recommendation  or  at  the 
request  of  their  parents,  pupils  in  schools  so  located  as  to  make  access 
to  swimming  pools  impractical  during  the  school  day,  and  those  pupils 
able  to % pass  the  elementary  American  Red  Cross  Swimming  Test. 
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ARTICLE  6  -  INSTRUCTION 

EXTRA- CLASS  ACTIVITIES  -  ATHLETICS,  SECONDARY  SCHOOLS 

1.  General  Provisions.   All  athletic  activities,  wherever 
held,  vhen  conducted  under  the  name  or  auspices  of  a  school  or  of  any 
class  or  organization  of  a  school,  shall  be  conducted  under  the  super- 
vision of  the  principal  of  that  school. 

Only  certificated  employees  of  the  School  District  may 
coach  or  give  instruction  to  classes,  teams,  or  individuals  engaged 
in  athletic  pursuits. 

2.  Requirements  for  Overnight  Trips. 

a.  The  Superintendent  is  authorized  to  approve  such  trips. 

b.  The  principal  must  submit  a  written  request  to  the 
Superintendent  at  least  seven  days  prior  to  the  date 
of  the  trip. 

c.  In  the  written  request,  the  principal  must  assure 
the  Superintendent  that  the  following  conditions 
have  been  met : 

(1)  Parents  or  guardians  of  the  students  making  the 
trip  have  given  their  approval  in  writing. 

(2)  Students  will  be  under  proper  faculty  supervision 
at  all  times. 

(3)  Transportation,  housing,  and  food  have  been 
adequately  provided  for  and  meet  accepted 
standards  for  a  student  group. 

d.  Overnight  trips  should  be  kept  to  a  minimum;  such 
trips  should  contribute  to  the  educational  growth 
of  the  students. 
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ARTICLE  6  -  INSTRUCTION 

EXTRA- CLASS  ACTIVITIES 

ATHLETICS  -  CITY  COLLEGE 

Rules  governing  competition  outside  San  Francisco  by  second- 
ary schools  are  hereby  waived  insofar  as  application  of  same  to  the 
junior  college  (City  College)  is  concerned.   The  President  of  the  City 
College  and  the  Superintendent  of  Schools  are  granted  authority  to 
approve  such  athletic  competition  and  activities  as  in  their  judgment 
are  deemed  beneficial  and  desirable  for  a  full  college  program. 
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ARTICLE  6  -  INSTRUCTION 

OUTSIDE  ACTIVITIES 

The  Board  of  Education  recognizes  the  importance  of  utiliz- 
ing community  resources  in  the  instructional  processes;  however,  in 
authorizing  the  Superintendent  to  establish  regulations  for  the  utiliza- 
tion of  community  resources,  it  is  understood  that  interruption  of 
planned  classroom  instruction  should  be  kept  to  a  minimum.   The  requests 
of  organizations  and  persons  for  school  participation  in  outside  activi- 
ties shall  be  processed  by  a  staff  committee  appointed  by  the  Superin- 
tendent . 
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ARTICLE  6  -  INSTRUCTION 

FORMULA  FOR  ASSIGNMENT  OF  TEACHERS 

ELEMENTARY  GRADES 

KINDERGARTEN 

One  teacher  should  be  assigned  until  55  children  have  been 
enrolled.  When  such  enrollment  has  been  reached,  a  second  teacher  may- 
be assigned.   Three  teachers  may  be  assigned  when  the  enrollment 
reaches  112.  When  more  than  three  are  needed,  the  principals  make 
such  arrangements  with  the  Assistant  Superintendent  in  Charge  of 
Elementary  Schools. 

A  teacher  assigned  to  only  one  kindergarten  session  shall 
spend  the  other  half  of  the  school  day  in  teaching  assignments 
assigned  by  the  principals,  such  work  being  usually  of  the  coaching 
or  remedial  type,  with  groups  of  ten  or  fewer  pupils  at  a  time. 

GRADES  1  THROUGH  6 

*  1.   Grade  1  -  one  teacher  for  26  pupils. 

2.  Grades  2  and  3  -  one  teacher  for  31  pupils. 

3.  Grades  k   through  6  -  one  teacher  for  3^-  pupils. 

SPECIAL  DAY  CLASSES 

Regulations  pertaining  to  the  size  of  certain  special  day 
classes  shall  be  in  conformity  with  the  provisions  of  the  State 
Education  Code  and  Administrative  Regulations. 


*  Amend. Bd. of  Ed.  U-23-63 
Res.  #3U-23A2 
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ARTICLE  6  -   INSTRUCTION 

FORMULA  FOR  ASSIGNMENT  OF  TEACHERS 

JUNIOR  HIGH  SCHCOIS 

1.  In  junior  high  schools  with  an  enrollment  of  1100  or  more 
pupils  the  basic  number  of  credentialed  personnel  shall  be  determined  by- 
dividing  the  enrollment  by  29;  in  junior  high  schools  with  an  enrollment 
of  fewer  than  1100,  the  divisor  shall  be  27-   These  divisors  shall  be 
applied  after  the  total  enrollment  for  each  school  has  been  reduced  by 
12  students  for  each  adjustment  teacher  assigned  to  that  school. 

2.  In  addition  to  this  basic  allotment  of  credentialed 
personnel  and  to  the  prescribed  allotment  of  teacher  time  to  counseling 
and  guidance  functions,  there  shall  be  allowed  administrative  and  special 
services  as  follows : 

a.  Principal,  full  time. 

b.  Two  assistant  principals. 

c.  One  librarian  in  junior  high  schools  with  an  enroll- 
ment of  1500  or  less;  those  junior  high  schools  having 
an  enrollment  of  more  than  1500,  two  librarians. 

d.  Teacher  time  assigned  to  audio-visual  aids  not  more 
than  two  periods. 

e.  Teacher  time  assigned  to  social  chairmanship  not 
more  than  half  time. 

f .  Teacher  time  assigned  to  special  classes,  such  as 
sight  conservation,  speech  correction,  adjustment, 
Americanization,  etc. 

g.  Teacher  time  assigned  to  other  special  duties 
authorized  through  Board  action. 

3.  All  full  time  teachers  shall  have  assigned  duties  for  six 
clock  hours  per  day.   These  assigned  duties  shall  consist  of  classroom 
teaching  assignments  or  authorized  equivalents,  such  as  counseling  and 
approved  administrative  work  and  special  services  and  duties.   The  princi- 
pal, at  his  discretion,  may  assign  occasional  preparation  periods  to  a 
teacher,  but  in  no  case  may  a  teacher  be  assigned  more  than  one  prepara- 
tion period  per  day. 

h.      The  principal  of  the  school  shall  have  the  authority  and 
responsibility  to  apply  the  provisions  of  this  formula  within  his 
school  under  the  direction  and  with  the  approval  of  the  Assistant 
Superintendent,  Junior  High  Schools. 

(continued) 
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.ARTICLE  6  -  INSTRUCTION 

FORMULA  FOR  ASSIGNMENT  OF  TEACHERS 

JUNIOR  HIGH  SCHOOLS   (continued) 

5.   Counseling  Allowances. 

a.  1  Head  counselor  to  each  junior  high  school. 

b.  27  Teachers  for  entire  junior  high  division  to  act 

as  assistant  head  counselors. 

c.  Teacher  counselors  for  each  junior  high  school  in 
the  ratio  of  one  teaching  period  for  each  130  pupils 
enrolled . 
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.ARTICLE  6  -  INSTRUCTION 

FORMULAS  FOR  ASSIGNMENT  OF  TEACHERS  -  SENIOR  HIGH  SCHOOLS 

1.  In  senior  high  schools  with  an  enrollment  of  1500  or  more 
pupils  the  basic  number  of  credentialed  personnel  shall  be  determined  by- 
dividing  the  enrollment  by  29;  in  senior  high  schools  with  an  enrollment 
of  fewer  than  1500,  the  divisor  shall  be  27.   These  divisors  shall  be 
applied  after  the  total  enrollment  for  each  school  has  been  reduced 

by  12  students  for  each  distributive  education  and  adjustment  teacher 
assigned  to  that  school. 

In  addition  to  this  basic  allotment  of  credentialed  personnel 
and  to  the  prescribed  allotment  of  teacher  time  to  counseling  and  guid- 
ance functions,  there  shall  be  allowed  administrative  and  special  services 
as  follows: 

a.  Principal,  full  time. 

b.  Two  assistant  principals,  full  time  each. 

c.  One  librarian  in  senior  high  schools  with  an  enroll- 
ment of  15OO  or  less;  those  senior  high  schools 
having  an  enrollment  of  more  than  1500,  two  librarians. 

d.  Teacher  time  assigned  to  departmental  headship  duties, 
one  period  per  school  day  to  each  appointed  department 
head. 

e.  Teacher  time  assigned  to  school  publications,  not  more 
than  two  periods  per  school  day. 

f .  Teacher  time  assigned  to  social  chairmanship,  not  more 
than  half  time. 

g.  Teacher  time  assigned  to  audio-visual  aids,  not  more 
than  half  time. 

h.   Teacher  time  assigned  to  special  classes  such  as 
sight  conservation,  speech  correction,  adjustment, 
Americanization,  etc. 

2.  All  full  time  teachers  shall  have  assigned  duties  of  six 
clock  hours  per  day.  These  assigned  duties  shall  consist  of  classroom 
teaching  assignments  or  authorized  equivalents,  such  as  counseling  and 
approved  administrative  work  and  special  services  and  duties.  The  princi- 
pal, at  his  discretion,  may  assign  occasional  preparation  periods  to  a 
teacher,  but  in  no  case  may  a  teacher  be  assigned  more  than  one  prepara- 
tion period  per  day. 

3.  ROTC  officers  and  non-commissioned  officers  are  assigned  by 
the  Professor  of  Military  Science  and  Tactics  to  schools  maintaining 
ROTC  units.   These  officers  are  not  included  in  the  estimate  of  teachers 
allotted  to  a  school  under  the  formula. 

k.      The  principal  of  the  school  shall  have  the  authority  and 
responsibility  to  apply  the  provisions  of  this  formula  within  his 
school  under  the  direction  and  with  the  approval  of  the  Assistant 
Superintendent,  Senior  High  Schools. 

(continued) 
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ARTICLE  6  -  INSTRUCTION 

FORMULAS  FOR  ASSIGNMENT  OF  TEACHERS -SENIOR  HIGH  SCHOOLS   (continued) 

5.  Counseling  Allowances: 

a.  One  head  counselor  to  each  senior  high  school. 

b.  Seventeen  teachers  for  the  entire  senior  high  school 
division  to  act  as  assistant  head  counselors. 

c.  Teacher  counselors  for  each  senior  high  school  in  the 
ratio  of  one  teaching  period  for  each  130  persons 
enrolled . 

6.  Samuel  Gompers  High  School  Teacher  Allotment: 

In  the  Samuel  Gompers  High  School  the  basis  for  a  teaching 
position  shall  be  approximately  25  pupils  on  roll  daily. 
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ARTICLE  6   -   INSTRUCTION 

FIELD  TRIPS 

Duly  authorized  field  trips  are  an  integral  part  of  the 
regular  instructional  program  of  the  schools.   The  parent  or  guardian 
shall  be  notified  before  pupils  are  taken  on  field  trips. 
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ARTICLE  6  -  INSTRUCTION 

COORDINATION  OF  WORK  EXPERIENCE  OR  k-k   PROGRAM  - 
PUPIL-TEACHER  RATIOS 

The  assignment  of  teachers  to  coordination  of  pupils 
employed  in  positions  approved  for  graduation  credit  (work  experience ) 
is  authorized  on  the  same  basis  as  assignment  to  regular  teaching 
positions;  assignments  so  made  shall  be  included  in  computing  pupil- 
teacher  ratios  in  the  same  manner  as  regular  teaching  assignments. 
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ARTICLE  6  -  INSTRUCTION 

INSTRUCTIONAL  ARRANGEMENTS  -  ELEMENTARY  AND  SECONDARY  SCHOOLS 

TEXTBCCKS  AND  LIBRARY  BOOKS 

All  State -printed  textbooks  issued  by  the  State  and  supplied 
to  the  kindergarten  through  eighth  grades  are  the  property  of  the  State. 

All  other  books  supplied  to  the  schools  are  the  property  of 
the  School  District. 

The  books  used  shall  be  those  authorized  and  prescribed  by 
the  State  Board  of  Education  or  the  San  Francisco  Board  of  Education. 

The  Board  of  Education  has  approved  permission  to  elementary 
school  children  to  take  home  school  library  books  and  textbooks  under 
the  regulations  set  forth  herewith. 

The  administrators  of  the  schools  shall  take  proper  steps  at 
all  times  to  see  that  all  books  are  protected.  Pupils  shall  be 
required  to  replace  textbooks,  workbooks,  and  library  books  which  have 
been  mutilated,  destroyed,  or  lost,  as  provided  for  in  Section  IC606 
of  the  Education  Code. 

Pupils  shall  not  be  required  to  purchase  any  textbooks, 
supplementary  books,  or  instructional  materials  for  use  in  the  schools. 

The  teacher  shall  not  in  any  way  solicit  pupils  for  the 
purchase  of  supplementary  materials  which  would  be  used  in  any  regular 
course  of  study  subject  for  which  credit  is  given. 
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ARTICLE  6  -  INSTRUCTION 
HOMEWORK 

1.  Elementary  School.   Home  study  is  scheduled  as  part  of 
the  instructional  program  at  the  sixth  grade  level.   The  time  required 
to  complete  such  teacher-assigned  work  should  not  exceed  one  hour. 

2.  Junior  High  School.   Total  time  required  for  home  study 
of  seventh  and  eighth  grade  students  shall  not  exceed  one  and  one -half 
hours  daily ,  and  of  ninth  year  students,  two  hours  daily. 

3.  Senior  High  School.   Total  time  required  for  home  study 
of  students  shall  not  exceed  two  hours  daily  at  the  tenth  and  eleventh 
grade  levels. 
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-ARTICLE  6  -  INSTRUCTION 

SYSTEM-WIDE  SERVICE  -  SPECIAL  SUBJECTS 
Special  subjects  shall  include: 

1.  Art 

2.  Health,   Physical  Education,   Athletics,   and  Recreation 
3-      Home  Economics 

k.      Industrial  Arts 

5.  Music 

6.  Other  subjects  as  deemed  necessary 

Each  of  these  subjects  shall  be  in  the  charge  of  a  member 
of  the  Superintendent's  administrative  staff,  with  supervisory  and 
instructional  service  as  the  major  responsibility. 
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.ARTICLE  6  -  INSTRUCTION 

SPECIAL  SUMMER  VACATION  CLASSES 

1.  Establishment  of  Special  Summer  Vacation  Classes.   Upon 
the  recommendation  of  the  Superintendent  and  the  approval 
of  the  Board  of  Education.,  special  summer  classes  and 
services  may  be  established  in  the  San  Francisco  Unified 
School  District,  subject  to  the  approval  of  the  State 
Superintendent  of  Public  Instruction,  and  in  accordance 
with  the  provisions  of  the  State  Education  Code. 

2.  Special  Pay  High  School  Classes.   Students  who  have  been 
in  regular  attendance  in  a  San  Francisco  school  the 
previous  semester  may  be  accepted  in  the  special  day  high 
school  classes.  Enrollment  priority  shall  be  given  to 
those  students  recommended  by  their  principals. 

3.  Teacher  Personnel  Special  Summer  Classes.   A  system  of 
rotation  in  appointing  teacher  personnel  for  special 
summer  classes  shall  be  followed  where  feasible. 


1962  P  615U 


i 


Policy  Manual  P  63IO 

ARTICLE  6  -  INSTRUCTION 

SCHEDULE  -  ADULT  SCHOOLS 

The  principal  of  each  adult  school  shall  be  required  to 
maintain  at  all  tiir.es  a  ratio  in  excess  of  15  to  1  between  hours  of 
student  attendance  and  hours  of  teaching  time  assigned  to  his  school. 
Hours  of  teaching  time  shall  include  those  devoted  to  non-teaching 
assignments,  such  as  counseling,  as  well  as  to  teaching  assignments 
and  shall  include  those  of  all  certificated  personnel  assigned  to  a 
school  with  the  exception  of  the  administrative  personnel—principal, 
assistant  principal,  and  registrars. 

It  shall  be  the  responsibility  of  the  Division  of  Adult 
Education  to  enforce  the  above  provisions  and  to  report  at  the  end  of 
each  term,  and  on  such  other  occasions  as  required  by  the  superinten- 
dent, the  ratio  actually  maintained  during  the  preceding  period  in 
order  that  the  Superintendent  may  transmit  this  report  to  the  Board  of 
Education. 
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ARTICLE  6  -  INSTRUCTION 
CURRICULUM 
GRADUATION  REQUIREMENTS  -  ADULT  SCHOOIS 

1.  Specific  Requirements .   Diplomas  of  graduation  shall  be 
issued  to  adults  of  good  character  who  Jiave  completed  satisfactory  work 
in  a  program  of  instruction  and  supervised  learning  activity,  including 
a  minimum  of  150  semester  periods,  exclusive  of  physical  education.   In 
earning  the  150  semester  periods,  such  persons  must  have  fulfilled  the 
following  requirements. 

a.  30  semester  periods  of  English 

b.  10  semester  periods  of  social  studies  covering  work 

in  American  history,  institutions,  and  ideals 

c.  5  semester  periods  of  civics  covering  Federal, 

State,  and  local  government 

d.  10  semester  periods  work  in  laboratory  science 

e.  Satisfactory  performance  in  mathematics  - 

Students  who  are  not  able  to  demonstrate  8th 
grade  performance  in  mathematics  skills  will  be 
required  to  complete  courses  in  basic  mathemat- 
m  ics  until,  in  the  judgment  of  the  principal, 

adequate  proficiency  can  be  shown. 

f .  A  minimum  of  30  semester  periods  in  a  selected 

special  interest  field,  not  more  than  10  semester 
periods  of  which  were  earned  in  the  regular  day 
school  9"th  grade  (with  the  exception  of  the  30 
unit  requirement  in  English,  specific  subjects 
required  elsewhere  for  graduation  may  be  counted 
in  an  interest  field  when  they  are  specified  as 
belonging  to  that  field.  ) 

2.  Credit  Evaluations.   Upon  evidence  of  satisfactory  achieve- 
ment, credit  may  be  granted  in  adult  classes  according  to  the  following 
schedule: 

For  one  120  minute  period,  once  per  week,  throughout  one 
semester,  3  semester  periods 

For  one  120  minute  period,  once  per  week,  throughout  one 
quarter,   2  semester  periods 
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.ARTICLE  6  -  INSTRUCTION 

GRADUATION  REQUIREMENTS  -  ADULT  SCHOOLS   (continued) 

In  case  of  so-called  "speed-up"  or  "correspondence  type" 
courses,  credit  may  be  granted,  under  the  supervision  of  the 
Division  of  Adult  and  Vocational  Education,  for  achievement 
equivalent  to  that  attained  by  classes  traveling  at  the 
customary  rate,  regardless  of  the  length  of  time  spent  by 
the  individual  studying  in  such  "speed-up"  or  "correspondence 
type"  courses. 

(credit  can  be  granted  only  in  case  the  student  has 
specified  on  his  registration  card,  not  later  than 
the  end  of  the  first  month  of  the  term,  his  desire 
to  work  for  credit.  ) 

3.   Credit  by  Evaluation.   Credit  by  examination  or  evaluation 
may  be  granted  by  the  San  Francisco  Division  of  Adult  Education  (for  mili- 
tary or  other  types  of  learning  experience)  under  regulations  established 
by  the  State  Board  of  Education. 

k.     Residence.   To  be  eligible  for  a  high  school  diploma  from 
one  of  the  Adult  schools,  except  where  state  and  local  regulations  cover- 
ing the  granting  of  diplomas  to  war  veterans  are  to  the  contrary,  a 
student  must  have  completed  a  minimum  of  20  semester  periods  in  that 
particular  school.   Ordinarily  such  work  shall  consist  of  the  final 
scholastic  work  required  for  graduation. 
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ARTICLE  6  -  INSTRUCTION 

JOHN  O'CONNELL  VOCATIONAL  HIGH  SCHOOL  AND  TECHNICAL  INSTITUTE 

1.  Full-time  Attendance . 

The  John  O'Connell  Vocational  High  School  and  Technical 
Institute  is  a  three  year  senior  high  school  with  a  special  emphasis  on 
vocational  education.   The  school  operates  under  the  regulations  of  the 
San  Francisco  Board  of  Education  and  in  conformity  with  the  California 
Plan  for  Vocational  Education.  Basically  the  program  consists  of  a  day 
high  school  for  those  students  who  desire  to  obtain  a  high  school  diploma 
and  follow  a  vocational  course  of  study  which  will  assist  them  in  enter- 
ing a  trade. 

2.  Part-time  Attendance . 

Students  who  are  16  years  of  age  or  over  and  who  are 
regularly  enrolled  in  other  senior  high  schools  in  San  Francisco  and 
who  can  profit  from  the  instruction  offered  may  attend  the  three  hour 
morning  or  afternoon  vocational  shop  courses. 

3.  Adults. 

Adult  students  are  also  admitted  in  order  to 

a.   obtain  a  high  school  diploma  with  emphasis  on  pre- 
employment  training,  or  b.  to  receive  instruction 
in  related  classes  for  specific  apprenticeship  programs. 
Certain  post-high  school  classes  are  organized  as 
trade  extension  programs  for  adults  who  wish  to 
further  their  education  in  trade  and  industrial 
subjects,  and  other  classes  are  organized  for  pre- 
employment  training. 
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.ARTICLE  6  -  INSTRUCTION 

ADULT  EDUCATION  CLASSES  -  FEES 

DRIVER  TRAINING  PROGRAM  -  ADULT  DIVISION 

A  fee  of  $15.00  shall  be  charged  for  each  adult  student 
enrolled  in  the  driver  training  program. 
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